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UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


INSTRUCTIONS RELATIVE TO HANDLING 1938 
SUMMARIES OF PERFORMANCE, FARM COMPUTA- 
TION SHEETS, AND APPLICATIONS FOR PAYMENT 
IN STATE APPLICATION FOR PAYMENT SECTIONS 
IN THE NORTH CENTRAL REGION. 
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NCR-State - 208 Issued August 10, 1938 


“UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


GENERAL 


The instructions contained herein shall be followed in Application 
for Payment Sections in State offices in the North Central Region, in 
handling Summaries of Performance, Farm Computation Sheets, Applications 
for Payment, and related forms. 


Members of the State committee and all persons working in the 
Application for Payment Section in the State office should become 
thoroughly familiar with the instructions contained herein and with all 
other pertinent provisions and instructions relating to the 1938 Agri- 
cultural Conservation Program in the North Central Region. Deviation 
from these instructions will not be permitted. Any questions relative 
to the procedure to be followed should be referred to the person in 
charge of the unit where the question arises and, if such person is 
unable to answer the question satisfactorily, he shall refer the case 
to the person in charge of the Application for Payment Section. If the 
question is not covered by the instructions contained herein, such 
question shall be referred to the Director of the North Central Division. 


Summaries of performance and applications for payment shall be 
handled in every unit in the order of their receipt. 


No changes or corrections shall be made on any form used in 
connection with the 1938 Agricultural Conservation Program unless such 
changes or corrections are specifically authorized by these instructions. 
When making any changes or corrections authorized by these instructions, 
draw a line through the incorrect entry in such a manner that the entry 
will remain legible and insert the correct entry in the nearest available 
space. 


The following terms as used herein shall have the following 
meanings: 


1. TRANSMITTAL means all summaries of performance, farm compu- 
tation sheets, or applications for payment which are trans- 
nitted from the county office to the State office or from 
the State office to the county office at one tine. 


2. LOT means all summaries of performance, the work sheet 
numbers of which are listed on one sheet of NCR-224 or 
all applications for payment, the serial numbers of which 
are listed on one sheet of NCR-230. 


Gl 


LOT NUMBER means the number assigned to a lot. Such number 
shall be the same as thé sheet number of NCR-cc4 for 
summaries of performance or the. sSHeee number of NCR-230 for 
applications for payment. heat 


FARM NUMBER means the township code and farm number assigned 
to ayrarn: 


PARTY IN INTEREST means a person who is entitled to a share 
of the crops or proceeds therefrom at the time of harvest 
or 2 person who, contributed to the. carrying out of soil- 
building practices. 


SUSPENDED CASE means any summary of performance or any ap- 
plication for payment which must be returned to the county 
office for correction or which cannot be approved without 
additional information. 


NO» PAYMENT CASE means any application for payment with respect 
to which the total amount of payment computed for an appli- 
cant is zero... The-total amount of payment computed for an 


. applicant means the net payment computed for such applicant 
_and entered in Section IV, line 2 of NCR-226 and in 


Section V, line 3, column (c) of NCR-227A. 


Forms used in connection with the 1938 Agricultural Conservation 
Program will be referred: to in these instructions by form number rather 
than by title. The numbers and titles.of forms to be used in the 
Application for Payment Section are as follows: 


ue 


ee 


es] 


10. 


NCR-209 - Listing Sheet 
NCR-220 - Summary of Performance 
NCR-220A - Supplenent to the Summary of Performance 


NCR-e22 - List of Persons Eligible to Execute an Application 


'. for Payment with Respect to Only One Farm 


NCR-222A - List of Persons Eligible to Execute an Application 
for Payment with respect to More Than One Farn 


- NCR-224 - Transnittal Sheet for Summaries of Performance 


NCR-225 - Farm Computation Sheet 


NCR-225A - Supplenent to Farm Computation Sheet 


NCR-226 - Application for Payment for One Farm 


NCR-227 - Application for Payment for More Than One Farm 


11. NCR-227A - Application for Payment for More Than One Farm 
12. NCR-228 - Transmittal Sheet for Farm Computation Sheets. 


13, NCR-229 - Transmittal Sheet for Applications for Payment ° 
. (To the County Office) Lae 


14, NCR-230 - Transmittal Sheet for Applications for Payment 
(To the State Office) 


15. NCR-234 - Computation Sheet for Determination of Rate of 
Deduction for County Association Expenses under 1938 
Agricultural Conservation Program in the North Central Region 


16. NCR-231 - Progress Report On Summaries of Performance and 
Applications for Payment 


17. REF-6 - Request for Application for Payment or Related Forms 
18. RF-201 - Progress Record 


19. RF-202 - Form Letter to Be Used in Connection with 
Indebtedness Cases 


20. RF-203 - Release of Lots and Suspended Cases 
rail RF-204 - Suspension Sheet 
22, RF-205 - Transmittal Correction Sheet 

ad. ACP-22 - Schedule of Disbursements 


24. ACP-75 - Public Voucher for 1938 Agricultural Conservation 
Payments (Continuation Sheet) 


25. ACP-76 - Public Voucher for 1938 Agricultural Conservation 
Payments. . 


Form RF-6 will be used in any unit of the Application for Payment 
Section in connection with the examination of a summary of performance 
or application for payment, to request any other form needed for such 
examination. Such form shall be prepared in duplicate. There shall be 
entered in the upper right-hand corner the State and county code and 
farm number in the case of a summary of performance or the State and 
county code and serial number in the case of an application for payment. 
The form number and description of the form requested and the reason 
for the request shall be entered in the spaces provided and the clerk 
making the request shall sign and enter the date in the space provided 
therefor at the bottom of the form. Enter in the space for the operation 


Shanes 


number an abbreviation of the name of the unit. If the location of the 
desired form is known, both copies of the RF-6 shall be forwarded to the unit 
in which the form is located. The copy of RF-6 will be retained by such unit 
and the original of RF-6 shall be attached to the requested form and forwarded 
to the clerk making the request. If the location of the desired form is 

not known, both copies of RF-6 shall be forwarded to the record clerk in the 
Records Unit. The record clerk shall determine the location of the desired 
form and forward both copies of RF-6 to the unit in which the form is located, 
whereupon the form shall be withdrawn and forwarded to the clerk making the 
request. 


If the form which was requested is returned to the unit from which 
it was requested before the balance of the transmittal in which such form 
was included is released by such unit, such form may be returned to the 
proper lot and RF-6 destroyed. If the form is not returned before the 
transmittal is released, it shall be forwarded to the Clearance Unit and 
shall be cleared in the same manner as unwarranted suspensions are cleared. 
When a transmittal is released fron any unit the copies of any Forms RF-6 
for cases withdrawn from such transmittal shall be handled as suspended 
Cases and forwarded to the Clearance Unit. 


The application for Paynent Section shall be divided into six 
Utes. The following sets forth briefly the work to be performed in 
each unit: 


1. Records Unit: Stamp all forms with the date of receipt; 
check transnittels of summaries of performance and appli- 
cations for paynent against transnittal sheets; check 
summaries of performance against Forms NCR-222 and NCR-222A; 
prepare and maintain progress records of summaries of 
performance, farn computation sheets, and applications for 
payment; release sunnarics of performance and applications 

for payment to the Exanination Unit; withdraw.and file 
copies of farm computation sheets and copies of applications 
for payment which are being transmitted to county offices; 
prepare NCR-230; check NCR-230 against Form C-1110, Register 
of Indebtedness; match State office copies of applications 
for payment with signed copies of applicetions for payment 
which are received from county offices; forward copies of 
applications for payment after the originals thereof have 
been examined in the Examination Unit to the Statistics 
Section; prepare and maintain a 3 x 5 card file for the. 
purpose of determining payments to persons in excess of 
$1,000.00; file copies of such applications for payment 

when they are returned from the Statistics Section; prepare 
program reports and other reports for the Director of the 


North Central Division. 


“. Examination Unit: Check entries and computations on summaries 
of performance; check allotments, yields, and productivity 


oe ee 


indexes on summaries of performance against approved BLLoOv— 
ments, yields, and productivity indexes on the listing sheet; 
release acceptable summaries of performance to the Entry 
Unit; release suspended cases to the Clearance Unit; 

check entries on State office copies of applications for 
payment against entries on signed copies of applications 
for payment; determine the acceptability of signatures on 
signed copies of applications for payment; designate the 
names of payees as they should appear on checks; release 
acceptable applications for payment to the Payment Schedule 
Unit; and release suspended cases to the Clearance Unit. 


Entry Unit: Transfer basic farm data from summaries of 
performance to farm computation sheets and to applications 
for payment; review the transfer of such data; release 
summaries of performance to the Statistics Section; and 
release the farm computation sheets and the applications 
for payment to tne Computation Unit. 


Computation Unit: Meke and enter on the farm computation 
sheets all computations which are necessary to determine 

the amount of payment due each person designated as having 
an interest in the farm; review computations and the entries 
thereof; determine when all forms NCR-227 have been received 
for a party who has an interest in more than one farm in a 
county; prepare NCR-227A; enter on applications for paynent 
all necessary computed data with respect to the paynents; 
prepare forms NCR-234 and forward a copy thereof to the 
Entry Unit for use in connection with subsequent transmittals 
from the same county; and release farn computation sheets 
and applications for payaent to the Records Unit. 


Payment Schedule Unit: Prepare and review payment vouchers; 
prepare and review schedules of disbursenents; release 
applications for paynent, originals and copies of vouchers 
and schedules of disbursenents to the General Accounting 
Preaudit Office; and release copies of vouchers and schedules 
of disbursements to the Stave Accountant. 


Clearance Unit: Notify county committees of corrections 

which have been made on transmittal sheets and summaries 

of performance; request the corrections or information 
necessary to clear suspended summaries of performance and 
suspended applications for payment; release suspended appli- 
cations for payment to the record clerk in the Records Unit in 
cases where a suspension is unwarranted or where an error is 
corrected in the Clearance Unit; schedule refunds; schedule 
transfers from one appropriation or fund to another; authorize 
the return of refunds in excess of the amounts due to the re- 
mitter; schedule returned checks which are to be canceled; 
authorize the remailing of returned checks to payees; effect 
set-offs against agricultural conservation payments due debtors 
of the United States Government; and prepare settlements with 
respect to all types of acceptable claims and adjustments. 
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i UNITED STATES DEPARTMENT OF AGRICULTURE ~ y 


AGRICULTURAL ADJUSTMENT ADMINISTRATION’ fj/29 = joan se 
NORTH CENTRAL DIVISION ene 
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PART I — RECORDS UNIT 


DOMES BLN Ape, 


The personnel of the Records Unit shall consist of receiving 
clerks, record clerks, file clerks, and typists, 


Db, anstructione to Receiving Clerks, 


Stamping 1, When Forms NCR-220, NCR-220A, NCR-222, NCR-222A, NCR-224, 

and NCR-226, NCR-227, NCR-227A, and NCR-230 and related forms 

Arraaging and papers are received, stamp on the back of each sheet 
Forms . of such forms the date of receipt, 


a, Enter in the space provided therefor in the upper 
right-hand corner of Forms NCR-224 and NCR-230 the 
date of receipt of such forms, 


determine that cach NCR-220A is fastened to the NCR-220 
bearing the same farm number, 


c. When Forms NCR~-222 and NCR-222A have been stampod, 
such forms shall be reloased to tho record clerk, 


Chocking 2, When Forms NCR-220, NCR-220A uccommanied by Forms NCR-224 
Summaries of are reccived, two clorks working together shall check the 
Porformanco farm numbors on Forms NCR-220 and NCR-220A against tho 

against farm numbors listed on NCR-224, Entor a check mark (¥y) 
Transmittal to tho right of coach farm number on NCR-224 for which thoro 

Sheet is included in the transmittal an NCR-220 with a corresponding 


farm numbor, 


a. If an NCR-220 is reccivod and the farm numbor on such 


Sumnary form is not listed on NCR-224, entor such farm numbor 
Receivod but in Section I of tho shoot of NCR+224 listing farm 
Not Listod on numbors for tho samo township and corroct the total in 
Transmittal the first spaco on tho last line of Section I of such 


shoct accordingly and initial cach such corrcction, 

When such oa correction is made on NOR-224, preparo 

RF~2O5. Enter in the upper right-hand corner of such 

form the State and county code and the date of preparation 
of the form and strike the symbol "NCR-229" in tho line 
immediately benoath tho title of the form, Entor in 
column (a), tho number of tho shoot of NCR-224 to which 
tho addition has boon mado; in column (b), tho farm number 
which has boon addod: in column (c), tho words "Not 
previously listed on NCR-224," 


SBS 


db. If an NCR-220 is missing for a farm number which is listed 
on NCR-224, draw a line through such, farm number; correct 


Summary the.total in the first space on’the last line of Section I 
Missing and initial each such correction, Enter on RF-2O05 in 
from column (a), the numbor of the sheet on which the deletion 
Transmittal was made; in column (bh) the farm number of the missing 
NCR~220: in column (c), the words "NCR-220 not in trans- 
mittal, ! 


c, After all corrections made’ on NCR-224 for a transmittal 
have been entered on RF~205, transmit RF-~205 to the 
Clearance Unit, 


d, If the Stato and county code has not beon ontored on an 


Corrections NCR-220 or NCR-220A, make such entry. If a farm number 
Which May Be has not beon ontered on an NCR-220 or NCR-2c0A or it is 
Mado on tho Gotorminod that tho farm numbor ontored is in crror, tho 
Summary in corroct farm number may be ontorod if such number can bo 
Stato Offico ascortained from NCR-209, If tho corroct farm numbor can- 


not be ascortainod, propare and attach RF-204 to such NCR-220, | 


3, Aftor all Forms NCR-220 and NCR-220A in a transmittal have been 
checked against NCR-224,. obtain Forms NCR-222 and NCR-e2e2A for 
the appropriate county from the record clerk, If such forms 
have not been received or if they have been returned to the 


Checking county office for correction, hold the transmittal until such 
Summaries Forms NCR-222 and NCR-222A are available, Two clerks, working 
against List together, shall check Forms NCR-220 and NCR-220A to determine 
of Persons that the serial numbers, the names of the parties in interest, 
Eli gible yt0.-. and the minor civil division code and farm numbers entered 
Make Applica- thereon agree with the serial numbers, the names of the parties 
tion for in interest and the minor civil division code and farm numbers 
Payment on NCR-222 and NCR-222k, The serial number for a party in 


interest should appear in Section I, column (a) of NCR-220 

and in column (a) of NCR-222 or NCR-222A preceding the name 

of such party, If in checking such forms it is found thatya 
serial number on NCR-220 has been circled on NCR-222 or NCR-22eh, 
obtain the original and one copy of RF-202 for such serial number 
from the RF-202 file, and attach the original and copy of such 
forn to the NCR-220, 


a, If the serial nunber for a party in interest on NCR-220 
docs not agree with the scrial number entered on NCR-222 


Serial or NCR-e2eA, or if a serial number has not been entered 
Numbers on NCR-220 and the farm nunber on NCR-220 agrees with the 
Do Not farm number in column (c) of NCGR-222 or with one of the 
Agree farm nunbers in columns (e) to (i), inclusive, of NCR-222A 


opposite the name of such party in interest, enter on NCR-220 
opposite the name of such party in interest the serial number 
on NCR-222 or NCR-222A, When such correction is made, pre-, 

pare RF~204, indicating thereon the correction in serial No 


Serial 
Number 
Missing 
on Sumnary 


Name on 
Sunmnary and 
bast of 

Eligible 
Applicants 
Do Not Agree 


Name ~ 
Transferred 
from NCR~222° 

F to NOR-222h 
f and Vice Versa 


b, 


SG Die 


number, Do not attach such RF-204 to the NCR+220 which has 
been corrected, Forward such RF-204 to the Clearance Unit 
upon completion of the checking work for the transmittal, 


If a serial number has not been entered on NCR-220 or 
NCR-220A’ for any person or if an "V\%" has been entered 


in Section I, column (a), determine that such person's 


name does not appear on NCR-222 or NCR-222A, If such 
person's name does appear on NCR-222 or NCR-222h and the 
farm numbers on NCR~220 or NCR-220A agree with the farm 
number in column (c) of NCR-222 or with one of the farm 
numbers in columns (ec) to (i), inclusive, of NCR+222A, 
opposite the name of such person, enter on NCR-220 or 
NCR-220A the serial number assigned to such person, 
Indicate on RF~204 that such correction has been made, 

and send such RF~204 to the Clearance Unit upon completion 
of the checking work for the trensnittal, 


If neither a scrial number nor an "X" has been entored on 
NCR-220 for any person, and such person's name does not 
appear on NOR-222 or NCR-22c2A, prepare RF~2O4, indicating 
thereon the fact that no serial number has been entered for 
such person and that such person's nane does not appear on 
NCR=222 or NCRe222A, Attach such RF-204 to the NCR-220 but 
do not renove such NCR-220 from its place in the transmittal, 


If, for any serial number, the name on NCR-220 does not 
agree with the name on NCR-222 or NCR-222A and the farm 
nunber on NCR-220 and NCR=220A, if any, agrees with the 
farm number on NCR-222 or with one of the farm numbers on 
NCR-2224, determine whether NCR-222 or NCR-222A has been 
corrected by the record clerk, If a name on NCR-222 or 
NCR-222h has been corrected by: the record clerk, such 
record clerk will have initialed the correction. In such 
casc, correct the name on NCR-220 and NCR~220A, if any, to 
agree with the name on NCR+222 or NCRee2eA, Prepare RF~204, 
indicating the nature of the correction which has been made, 
Forward such RF-~204 to the Clearance Unit upon completion 
of the checking work in connection with the transmittal, 

If there is no evidence that the record clerk has corrected 
the nane on NCRe222 or NCR-22e2h, prepare RF-204 indicating 
therein the discrepancy in name, Attach such RF-204 to 

the NCR+220, but do not remove such NCR-220 from its place 
in the transnittal, 


If the name of a party in interest has been removed fron 
NCR-222 and such nane has been added to NCRe222k or vice 
versa, examine Section I, column (a) of NCR-220 to deter- 
mine that the scrial number for such person is in the 
correct series, Serial numbers under 7000 are assigned 
to parties in interest whose nanos appear on NCR-222 


Discrepancies 
in Name Which 
May Be. Changed 


10, Jones and Smith 


a ae 


and serial numbers over 7000 are assigned to parties in Filly | 
interest whose names appear on NOR+222A, Correct the ag 
serial number on NCR-220, if necessary, for any party in 
interest, When such correction is made, prepare RF-204, 
indicating thereon the correction in serial number, Do 
not attach such RF-204 to the NCR-220 which has been cor- 
rected, Forward such RF-204 to the Clearance Unit upon 
completion of the checking work for the transmittal, 


If, in any case there isa dlight. discrepancy between 

the name of a person on NCR=220° and the name of such 
person as shovm on NCR-222 ° or NCR-2224, and it is obvious | 
that the name on NCR-220 andthe name on NCR-222 or NOR-222A 
refer to one and the same person, correct the name on the | 
NCR-220 to agree with the name-on NCR-222 or NCR-22eA, 
The following are examples of some of the differences 
between names on NCR~220 aoe NCR-22e or NCR-222A which 
should be corrected: : — 


NCR-220 or NCR-220A NCR-222 or NCR-222A 


Le-nGeo. smith George Smith 
2. George Smith Geo, Smith 


ele | ieveba’ E, Jones John Ezra Jones 


4, John Ezra Jones John BE, Jones 


a 


5.. UnanGoe Brown Ps Wm, Clarence Brown 
6o--Wn, Clarence Brown - ' : Wm, C, Brown 

7, ‘Sam Bellman Sam Belman 

8, Sam Belman . Sam Bellman 


9, Mrs, Sara Smith Sarah Smith 
Jones and Smith 
by John Smith, a partner a partnership 
11, R, Roe Estate by 
John Doe, Adm, ; Est, 


John Doe, Adm, of the 
of R, Roe, Lee 


When such correction is made, prepare R¥~204 indicating 
thereon the correction in name, Do not attach RF-204 to 
the form which has been corrected, Forward such RF-204 
to the Clearance Unit upon completion of the checking 
work for the transnittal, 


Kia 


Names Which 
Cannot Be 
Corrected 


a 


Duplication 
of 
Sunnaries 


4, 
Release of 
Sunnaries to 
Record Clerk 

oP 


Checking 
Signed Appli- 
cations for 
Payment against 
¥ Transmittal Sheet 


wo Bow 


g. If the namo of a person on NCR-220 docs not agree with the 
name of such person on NCR-222 or NCR-222A, and the dis- 
crepancy is such that it cannot be corrected in accordance 
with the foregoing instructions, prepare RF-204, indicating 
thereon the discrepancy in name, Attach such RF-204 to 
the NCR-220, but do not remove such NCR-220 from its place 
in the transmittal, 


h, When it is detormined that the nomes of the parties in 
interest and the farm number on an NCR-220 and NCR-220A, 
if any, and the scrial number on NCR-220 agree or have 
been corrected to agree with the names of the parties in 
interest, the farm number and the serial number on NCR-222 
or NCR-222A, onter a check mark (\/) to the right of the 
farn number on NCR-222 or one of the farm numbers on 
NCR-222A, opposite the name of such person, If an 
RF-204 is attached to an NCR-220, enter the letter "5S" 
to the right of the farm number on NCR-cee or NCR-222A, 


i, If a check mark has already been entered to the right of 
a farn number on NCR-222 or NCR-222A and an NCR-ecO bearing 
such farm number is reccived, examine such NCR-220 to 
doternine whether tro dates have been stamped thercon, 
If so, it may be assumed that such NCR-220 was suspended 
fron ao previous transmittal and is being resubmitted, In 
such event, it shall not be suspended if the word "Cor- 
rected" appears above the heading of the sheet of NCR-224 
on which such form is listed, If only one date has been 
stamped on such NCR-220, prepare RF-204, indicating 
thercon that an NCR-220 with the same farm nunber was 
previously received, Attach such RF-204 to such NCR-220, 
but do not remove NCR-220 fron its place in the transnittal, 


j. If an "S" appears to the right of a farn number on NCR-222 
or NCR-222A, and a corrected NCR-220 is received, delete 
the "S" end enter a check mark (\/) in lieu theroof, 


After Forns NCR-220 and NCR-220A have been checked against 
NCR-222 and NCR-222A, such Forns NCR-220 and NCR-220A shall 
be separated into lots, Bach lot shall include the Forms 
NCR-220 and NCR-220A, the farm numbers of which are listed 
on one shect of NOR-224, Both receiving clerks shall then 
sign and enter the date in the spaces provided therefor in 
Soction III, item 1 of each shoet of NCR-224 and release 
the transmittal to the record clerk, 


Whon Forms NCR-226, NCR-227, ond NCR-227A accompanied by 
Forms NCR-230 are reccived, two clerks, working together, 
shall chock the serial nunbers on Forms NCR-226 and NOR-227A 
against the serial nunbors listed on NCR-230, Enter a check 
mark (\/) to the right of cach serial number on NCR-230 for 
which there is included in the transmittal an NCR-226 or an 
NCR-227A with a corresponding serial nunber, 


If an NCR-226 or an NCR-227A is recoived and the scrial 
nunber of such NCR-226 or NCR-227A is not listed on NCR-230, 


a, 


Serial Number 
Not Listed on 
Transm. ttad 


Application 
NOs dey 
Transmittal 
but Serial 
Number Listed 


Missing Data 
Which .May Be 
Supplied in. 
State Office 


ca 6. 
Release of 
Applications 

to Record Clerk 


aie 


Leet 


enter such serial number in Section I of NCR-230, Make 
such entry on the appropriate sheet.of NCR-230 so that 

all serial numbers will be in order, Correct the total 

in the last line of Section I of such. sheet, Initial 

all such corrections, When such corrections are made 

on NCR~230, prepare RF-205, Enter in the upper right- 
hand corner of such form the State and county code and 

the date such form is prepared, and strike the symbols 
"NCR~224" and "NCR4229" in the line immediately beneath 
the title of the form and enter in lieu thereof the symbol 
"NCR-220." Enter in column (a), the number of the sheet of 
NCR-2230 on which the addition has been made; in column (b) 
the serial number which has been added to NCR-230; and in 
column (c), the words "Not previously listed on NCR-230," 


_If an NCR-226 or an NCR-227A is missing for a serial number 


which is listed on NCR-230, draw a line through such serial 
number, Correct the total in the last line in Section I 

of NCR-230, Initial all such corrections, When such cor- 
rections are made on NCR-230, prepare RF-205, Enter in 

the upper right-hand corner of such form the State and 
county code, and the date such form is prepared and strike — 
the symbols "NCR-224" and "NCR-229" in the line immediately 
boneath the title of the form and enter in lieu thereof 

the symbol "NCR-230." Enter in column (a), the number of 
the sheet on which the deletion has been made; in column (b) 
the scrial number of the missing NCR-226 or NCR-e27A; and 
in column (c), the words "Not in Transmittal." 


If the State and county code has not been entered on an 
NCR-226 or an NCR-227A, make such entry. If a serial 
numbor has not been entered an-an NCR-226 or NCR-2e7A, 
determine from NCR-222 or NCR-222A the correct serial 
number for such NCR-226 or NCR-227A and enter such serial 
number in the space provided therefor, 


After all corrections made on NCR-230 for a transmittal 
have been entered on RF-205, transmit RF-205 to the 
Clearance Unit, gh 


After Forns NCR-226 and WCR-227A hnve becn checked against 


NCR-230, such forms shall be separated into lots, 


Bach lot 


shall include the Forms NCR-226 and NCR-227A, the serial 


numbers of which are listed on one shoet of NCR-230, 


Both 


receiving clorks shall then sign and enter the date in the 
spaces provided therefor in Section III, item 1 of each 


‘sheet of NCR-230, and reloase the transmittal to the record 


clerk, 


Instructions to Record Clerks, 


1, Upon receipt of Forms NOR-222 and NCR-222A, check such forns 


Checking the 
List of Persons 
Eligible to Make 
Application for 
Payment 


Distribution 
of NCR-222 
and NCR-~222h. 


2. 
Supplemental 
Lists Received 


-7- a 


to dotemns that they have been ron ey recuse Determine 
that a serial number has been entered opposite each name on 
such forms, Serial numbers on NCR-222 should: be assigned in 
consecutive order beginning with number 1 for the first name 
on the first sheet, Serial -numbers on NCR-222A should be 
assigned in consecutive order, beginning with number 7001 
for the first name on the first sheet, Determine that there 
is no duplication in serial numbers, Determino that only one 
farm number has been entered opposite each name on NCR-222 
and that more than one farm number has been entered opposi te 
each name on NCR-2224, Determine that a number has been 
entered in column (d) of NCR-222A opposite each name and that 
such number is equal to the number of farm numbors entered in 
columns (o ) eta Gy) inclusive, opposite each name, The name 
of any person should not appoar on both NCR-222 and NCR-222A 
nor more than once on either of such forms, Forms NCR-222A 
should be received in duplicato, If errors are discovered 
on either NCR-222 or NCR-222h, prepare RF-204 indicating 
thereon the nature of such errors, If only a few errors are 
found on NCR-222 and NCR-222A, enter an "S" to the left of 
each serial number on NCR~222 or NCR-222A in connection with 
which an error was found, Forward such RF-~204 to the Clearance 
Unit, If a satisfactory explanation of an error is received 
from the county office, make the necessary correction and 
strike the "S" which has been entered, If a considerable 
number of errors has been made on a set of Forms NCR-222 or 
NCR-222A, attach the RF-204 which has been prepared to the set 
of Forms NCR-222 or NCR-222A and send such set of forms to the 
Clearance Unit to be roturned to the county office for correction, 
If Forms NCR-222 and NCR-222A are acceptable, file such Forms 
NCR-222 and the copies of Forms NCR-222A in sheet number order, 
Send the originals of Forms NCR-222A to the Computation Unit, 


From time to time Forms NCR-222 or NCR-222A marked "Supple- 
ment" and memoranda with respect to corrections in such forms 
may be received from various counties,. Such forms and 
memoranda will be submitted as notification of additions or 
corrections to be made in connection with the set of Forms 
NCR-222 or NCR-222A from such counties, A memorandum setting 
forth the reason for each addition or correction should be 
submitted with cach supplemental NCR-222 or NCR-~22248, When 

a supplemental NCR-222 or NCR~222A is received, determine 
that the sheet number and serial numbers on NCR-222 and 
NCR-222A are in proper order and then refer such forms 
together with the accompanying memorandum to the person 

in charge of the Records Unit for a deternination as to 
whether the reason for the addition or correction is satis- 
factory. If the reason is satisfactory, the person in charge 
of the Records Unit shall initial the supplemental NCR~222 


Memoranda from 
County Request-— 
ing Corrections 


’ Consolidation - 

of Original 

and Supplemental 
Lists 


Notice to Com 

putation Unit 

of Corrections 
on NCR-222A, 


Notice of Cor- 
rection after 
Receipt of Sum 


mary of Performance 


Correction after 


Preparation of 
Applications 


or NCR-222A by adding the word "estate" after the name of the 


.of the deceased or the discharged representative and enter the 


‘the memorandun, 


or NCR-222A and return it to the record clerk, File such 
supplemental sheet of NCR-222 or NCR-222A behind the last sheet 
of such form previously received from the county, In the 

case of a transfer of a name from NCR-222 to NCR-222A, or 

from NCR-222A :to NCR-222, make the necessary deletion from 
NCR-222 or NCR-222A at the time the supplemental NCR~222 

or NCR-222A is filed, If a memorandum requesting the cor- 
rection of a name or farm number, the addition of a farm 

number to NCR222A or the deletion of a farm number from - 
NCR-222A is received, refer such memorandum to the person 
in charge of the Records Unit, who shall initial such 
memorandum if the reason for the correction, addition, or 
deletion is satisfactory, The record clerk shall then make 
the requested corrections on NCR-222 or NCR-22eA and initial 
such corrections, If an administrator or executor has been 
appointed for the estate of a deceased person, correct NCR-222 


deceased person and adding the name and title of the administra~ 
tor ‘or executor, ‘Correct NCR-222 or NCR-222A for an incompetent 
person in a similar manner, If there is no administration of 

the estate of a deceased person or if the representative of the 
estate of a deceased person has been discharged, strike the name 


names of the heirs of the estate, which names should appear in 


Ae abt may be desirable, from time to time, to consolidate 
supplemental sheets of NCR-222 or NCR-222A into one 
sheet, In such case list the names in the order of 
the assigned serial numbers and indicate the numbers 
of the sheets which have been consolidated, 


b. Whenever a correction, addition, or deletion is made 
on an NCR-222A, notice thereof shall be forwarded to 
the Computation Unit, Similarly, a copy. of each sup— 
plemental sheet of NCR-222A shall be forwarded to the 

_ Computation Unit, 


ec. If the notice of the correction of a name on NCR-222 or 
NCR-222A is received and a check mark ( J) has been 
entered on NCR-222 to the right of the farm number 
opposite such name, or on NCR-222A to the right of one 
or more farm nunbers.opposite such name, determine the 
location of the NCR-220 for such farm number, Obtain 
such !'CR-220 and NCR-e20A, if any, and correct the name 
and address thereon, Initial each such correction, 
If NOR-226 or NCR-227A has been prepared and has not 
been transmitted to the county office for signature, 
obtain such forn and make the same corrections thereon, 
If NCR-226 or NCR-227A has been prepared and has been 
transnitted to the county office for signature, but has 


-~ FD. 


not been returned, prepare RF-204 in duplicate, indicating 
thereon the correction in name, Forward the original of 
such RF-204 to the Clearance Unit so that the county 
committee may be notified to make such correction, 
Attach the copy of RF-204 to the state office copy 

of NCR-226 or NOR-227A, If NCR-226 or NCR-227A has 

been signed and returned to the. State office, correct 
the name and address on such NCR-226 or NCR~227A, 

Prepare and attach RF-204 to such NCR-226 or NOR-227A, 
indicating on such RF-204 that the NCR~-226 or NCR~227A 
should be returned to the county office for correction, 


5, Prior to the receipt of NCR-222 and NCR-222A, enter on 


| Completion of Form C-1110 in alphabetical order the name of each person 
9 Register of indebted to the United States Government under the 1937 
: Indebtedness Agricultural Conservation Progran, the serial number of 


the application for payment, the D, 0. Voucher number and 
the amount of the indebtedness, Enter in the third column 
of Form C-1110 the words "1937 A.C.P,"! 


4, Upon receipt of NCR-222 and NCR-222A check Form C-1110 
: Check NCR~222 against NCR-222 and NCR-222A to determine whether any 
| and NCR-222A person whose name is listed on NCR-222 or NCR~222A4 is 
against Register indebted to the United States Government, If a name 
of Indebtedness which is listed on NCR-222 or NCR-222A4 is also listed 
on Form C-1110, circle the serial number in column (a) 
of NCR-222 or NCR-222A opposite such name and enter such 
serial number on Form C-1110 to, the left of such name, 
Check Form C-1110 against any supplemental shoets of 
NCR-222 or NCR~222A which are received, After Form C-1110 
has been checked against NCR-222 and NCR~222A, refer such 
forms to a typist who will propare Form RF-~20e2, 


5. If Form C-1110, Supplement A, is received showing the 
indebtedness of a person for whom an application for 
payment has been prepared, request the typist to prepare 
RF~2O2 for such case, Attach a copy of RF-202 to the 
State office copy of the application for payment and 
attach the original of RF-202 to the original of the 
application for payment or forward the original of RF-202 

: to the county office if the application for payment has 
: already been transmittod to the county office, 


6, Before any Forms NCR-220 and NCR-220A are received in 
Preparation of the Records Unit, prepare an RF-201 for cach county agri- 
Progress Record cultural conservation association in the State, 


Enter in the spaces provided therefor in the upper 
right-hand corner of each such form the State and 
y county code and the name of the county, 


a 


b, Upon receipt of a transmittal of Forms NCR-220 and 
NCR-220A accompanied by Forms iICR-224 fromthe 


Posting 
Transmittals 
of Corrected 

Summaries 


Release of 
Summaries 
to Examina— 
PronvuUnmit 


SIO) = 


receiving clerk, enter in colum (a) of RF-201 the 
lot numbers‘ of the lots in such transmittal, The 
sheet number at the top of NCR-224 shall be the lot 
number, Enter in column (b) of RF=201 the date of 
| receipt of: the Forms NCR-220 and NCR-2c0A, Such date 
may be obtained from the upper right-hand corner of 
NCR-224, Enter in'column (c) the number of Forms 
NCR~220 ' in: each TOU. Immediately below the last entry 
in column (a). for a'transmittal enter in red the total 
of the entries in column (c) for such transmittal, In 
the case of a second or subsequent transmittal from a 
county, determine that the sheet number of the first 
sheet of NCR-224 is the next consecutive number after 
the last number previously listed on RF-201 for such 
county. In ¢ase of duplication of numbers: change 
the numbers of the sheets in the transmittal just 
received so that all numbers from the county are in 
consecutive order, If a number has been omitted - — 
for example,'if the last lot number entered on RF-201 
is number’8 and the shect number of the first sheet of 
NCR-224 in the transmittal just recoived is number 10, 
leave’ a space on RF-201 before entering number 10, Do 
not change tho numbors of the sheets of NCR-c24 in the 
transmittal just received. In cithor case, prepare 
RF-204 indicating thereon the nature of the discrepancy 
‘in sheet numbers, Forward RF-204 to the Clearance Unit. 


c. If the word "Correction" has been entcred above the title 
of one of the sheets of NCR-224 in a second or subsequent 
transmittal, make postings on RF-~20l for such sheet of 
NCR-224 in red. Do not include the entry in column (c) 

_ of RF-201 for such lot in the total of column (c) for the 
(vEansnctal, 


Sign and enter the date in the spaces provided therefor in 
Section III, item 2 of each sheet of NCR-224 and place the 
sheets of NCR-224 on top of the appropriate lots, Place the 
copies of NCR-224 in a folder and file such folder in a file 
to be known as the "Control Record," 


Prepare RF-203 in duplicate, Enter in the upper right-hand 
corner the State and county code, Check the box marked "Sum 
méries of Performance" in the line immediately beneath the 
title of the form, Enter the words "Examination Unit" in 

the space following the words "Released to" and enter the 
date in’the second line beneath the title of the form, Enter 
in column (b) the number of Forms NCR-220 in cach lot, Make 


no entries in columns (c) to (g), inclusive, Release the lots, 


together with the originals of NCR-220 and the copy of RF-203, 


to the Examination Unit, Obtain the signature of a representa- 


tive of the Examination Unit on the original of RF-203, File 


Release of 
Transmittals 
of Summaries 
of Performance 
by Other Units 


Oe 
Unwarranted 
Suspensions 
of Summaries 
of Performance 


co AS 


the receipted copy of RF-203 in the Control Record file 
immediately behind the copies of the NCR-224 to which it 
is applicable, 


Each unit which releases a transmittal of Forms NCR-220 and 
NCR-220A will prepare an Original and one or more copies of 
RF-203, A copy of RF-20% will be forwarded to the unit 
receiving the transmittal and the original of RF-203 will be 
forwarded to the record clerk, Upon receipt of RF-203 indi- 
cating the release of lots of NCR-220 and NCR-220A by the 
Examination Unit, enter in column (f) of RF-201 the number of 
suspended cases for each lot, Obtein the number of suspended 
cases from RF-203, File such RF-203 immediately behind the 
RF-203 showing the release of such lots to the Examination 
Unit by the Records Unit, Upon receipt of RF-203 indicating 
the release of lots of NCR-220 and NCR-220A by the Entry Unit, 
enter in column (d) the date of release and in column (e) 

the number of such forms released to the Statistics Section, 
If any suspensions were made in the Entry, Unit, increase the 
entry in column (f) of RF-201 by the number of such suspensions, 
Obtain such data from RF-203. The number entered in column 
(e) must equal the number ontered in column (c) of RF-201 
minus the number entered in colum (f). File such RF-203 
immediately behind the RF-203 showing the release of such 
lots to the Entry Unit by the Examination Unit. Once each 
month withdraw and destroy Forms RF-203 which are over a 
month old, 


When an NCR-220 is suspended in the Examination Unit and 

it is later determined that such suspension is unwarranted 
or when an NCR-220 is corrected in the State office, the 
RF-c04 attached to such NCR-220 and NCR-220A will be marked 
"Suspension unwarranted" or "Suspension Removed", as the 
case may be, and initialed by the person in charge of the 
Application for Payment Section or another person authorized 
to do so, Such Forms NCR-220 will be forwarded to the record 
clerk, Upon receipt of such forms, prepare NCR-224 in 
duplicate, Enter at the top of the form the State and county 
code, the name of the State and the name of the county, 
Enter in the space marked "Date received" the date such 
form is prepared, Enter in the space marked "Sheet No," a 
number in the 300 series, Keep a record of the numbers 
assigned to such lots in each county so that numbers may 

be assigned in consecutive order, Enter in the space fol- 
lowing the word "transmittal" in the second line beneath 

the title of NCR-224 the number "1" and enter in the space 
following the word "numbered" in such line the number of the 
lot. Enter in Section I of NCR-224 the farm numbers of the 
Forms NCR-220 to be included in the lot and cnter in the 
first space on the last line of Section I the total number 
of Forms NCR-220 in the lot... Make postings on NCR-201 for 
such lots in red, After NCR-224 has been prepared and 


Bi 


Arrangement, 
Distribution, 
and Filing of 
Applications 
for Payment 

and Farm Com 
putation Sheets, 


on 


ees 


postings have been made on RF-201, sign. and enter the 
date in Section. III, item 2 of NCR-224, 


ss 


When computations on Forms NCR-225, NCR-225A, NCR-226 _ 
and NCR-227A have been completed, such forms together with 
Form NCR-227 will be released to the Records Unit. Arrange 
Forms NCR-226 in serial number order, by: county. Arrange . 
Forms NCR-227A in serial order by county and place each 
Form NCR-227A. on top of the Forms NCR-227 bearing the. 

same serial number, Remove the carbon from Forms NCR-226, 
NCR-227, and NCR-227A and release the original and two 
copies of such forms to a typist and release the other copy 
of each of such forms to the file clerk. If there is an 
RF-~202 (in duplicate) attached to an NCR-226 or an NCR-227A 
attach the original RF-202 to the original of NCR-226 or 


. NCR-227A and attach the copy of RF-202 to the State office . 


copy of NCR-226 or NCR-227A, Sign and enter the date in 
the spaces provided therefor in Section III, item 13, of 
each sheet of NCR-224 and release such Form NCR-224 to the 
typist together with the Forms NCR-226, NCR-227, and NCR-227A. 
Arrange Forms NCR-225 and NCR-225A in farm number order by 
county. Remove the carbons from the Forms NCR-225 and 
NCR-225A, Separate Forms NCR-225 and NCR-225A into three 
groups; original, first copy, and second copy, Release 
the original and one copy of Forms NOR-225 and NCR-225A 

to a typist and release the other copy to the file clerk, 
The typist will prepare two sets of Forms NCR-229 in 
duplicate listing on one set the serial numbers of the 


. Forms NCR-226 and NCR-227A under which payment will be 


made and on the other set the serial numbers of the Forms 
NCR-226 and NCR-227A under which no. payment will be made, 
The typist will also prepare Form NCR-228 in triplicate, 
listing thereon the farm numbers of Forms NCR-225, 

Verify the work of the typist by checking the entries 


.on Forms NCR-228 and NCR-229 against the farm numbers 


on Forms NCR-225 and the serial numbers on NCR-226 and 
NCR~2e7A, respectively, 


Make the following ontries on RF-201: 
a. Enter in column (g) the date appearing on NCR-228, 


b. Enter in column (h) the number of Forms NCR-225 being 
forwarded to tho General Accounting Preaudit Office, 


c, Enter in column (i) the date appearing on Form NCR-229, 


d, Enter in column (Jj) the number of "Payment" Forms 
NCR-226, 


ce, Enter in column (k) the number of "Payment" Forms y. 
NCR-227A, 


14, 
Release and 
Distribution 
of Applications 
and Farm Compu- 
tation Sheets, 


ie 
Receipt of 
Applications 
for Payment’ 


f. Enter in colum (1) the number of"No payment" Forms 
ig eee 


&. Enter in column (m) the number of "No payment" Forms 
NCR-227A, 


Check the NCR-222 and NCR-222A to ascertain that RF-~202 is 
attached to each Form NCR-226 or NCR-227A, the serial num- 
ber of which has been encircled on the NCR-222 or NCR-222A, 
If a Form RF-202 is not attached to such Forms NCR-226 or 
NCR-227A, check the file of Forms RF-202 to determine if 
such form has been prepared, If no Form RF-202 can be 
located for an application, request the typist to prepare 
such form, Thereafter, refer the form to the person in 
charge of the Computation Unit to determine whether a set- 
off has been made on such Form NCR-226 or NCR-cc7A, If 
the set-off has. not been considered in determining the 
payments to be made to the applicant under Form NCR-226 

or NCR-227A, a new form will be prepared immediately to 
replace such NCR-226 or NCR-227A, Destroy such erroneously 
prepared Form NCR-226 or NCR-227A and all copies thereof, 


Release the original of Forms NCR-225 and the original 

and first copy of Form NCR-228 to the General Accounting 
Preaudit Office, The designated representative of the 
General Accounting Preaudit Office will sign the copy of 
NCR-228 and return such receipted copy to the Records Unit. 
File the receipted copy of NCR-228 together with a copy of 
NCR-229 in the control record file, Release the original 
and two copies of Forms NCR-226 and NCR. 227 and NCR-227A, 
together with the original of Forms NCR--229 and the county 
office copies of Form NCR-225, together with the third 
copy of Form NCR-228 to the person designated to handle 
outgoing mail, 


Upon receipt of a transmittal of Forms NCR-226 and NCR-227A 
accompanied by Forms NCR-230, from the receiving clerk, 
enter in column (n) of RF-~201 the lot numbers of the lots 
in each transmittal, The sheet number at the top of 
NCR-230 shall be the lot number, Enter in column (0) 

the date of receipt of the transmittal of Forms NCR-226 
and NCR-227A, Such date may be obtained from the upper 
right-hand corner of NCR-230, Enter in column (p) the 
number of Forms NCR-226 and NCR-227A in each lot, Im 
mediately below the last entry in column (p) for a trans- 
mittal, enter in red the total of the entries in column 
(p) for such transmittal, If the word "Correction" has 
been entered above the title of one or more sheets of 
NCR-230, in a second or subsequent transmittal, make 


postings for such sheet(s) of NCR-230 in red, Do not 


es ab ce 


include the red éntriés in column (p) of RF-~201 for such 
lot(s) in the total of column (p) for the transmittal, 


16, Sign and enter the date in the spaces provided therefor 
in Section III, item 2 of each sheet of NCR-230 and 
release the originals of such forms, together with Forms 
NCR-226 ‘and NCR-227 and NCR+-227A to the file clerk, Place 
the copies of NOCR~230 in a folder and file such folder in 
the control record immediately behind the folder containing 
copies of; NCR-229, 


17,” Each unit releasing a transmittal of Forms NCR-226 and 


Recording” * NCR-227A will prepare an original and one or more copies of 
Progress of “RESON. A copy of RF-203 will be forwarded to the unit 
Applications “- receiving the transmittal and the original of such forms 


Wilt be* PO Sak to the record clerk, 


a ae receipt of the RF-203 indicating the release of 
the lots'of NCR-226 and NCR-227A by the Examination 
Unit, enter in column (q) of RF-201 the number of 

~ suspended cases shown on such RF-2O3, 


b, If any Forms NCR~226 and NCR-227A are suspended after 
they reach the Payment Schedule Unit the RF-203, show- 
ing the release of the lots to the General Accounting 
Preaudit Office, will indicate the number of such 
suspensions, In such case, correct the entry previously 

made in column (q) of - RF-cOl, 


c, Enter in column (r) of RF-201 the date of release of 
such lots to the General Accounting Preaudit Office, 


d, Enter in column (s) the number of Forms NCR-226 and 
NCR-227A released to the General Accounting Preaudit 
Office, This number may be obtained from RF-203 and 
may be verified by subtracting from the entry in 
column (p) of RF-201 the entry in column (aie 


e, When lots are released from the Payment: Schedule Unit 

‘ to the General Accounting Preaudit Office, the 
original of NCR-220 will be released to the record 
clerk, File such original of NCR-230 in the control 
record in place ‘of -the copy of such form and desumay 


the copy. 
18, If any of the cases included in a lot of Forms NCR-226 
Gony rE sor and NCR-227A are suspended by the General Accounting 
Suspensions Preaudit Office, such cases will be returned to the 


Application for Payment Section in the State office, 
accompanied by the original and two copies of a preaudit 
difference statement, Enter the serial numbers of such 
suspensions in Section IV of NCR-230 and when all suspen- 
sions from a lot have been received, enter the total 
number of such suspensions in the last line of Section 

IV of NCR-230 and also in column (t) of RF-201, Release 
the second copy of each preaudit difference statement to 


19. 
State Office 
Suspensions 
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the State accountant and forward the original and 

first copy of such preaudit difference statement, 

together with the suspended NCR-226 or NCR-227A to 
the Clearance Unit, 


When en NCR-226 or an NCR-227A is suspended in the 


_ Examination Unit and it is later determined that the 


suspension was unwarranted, or when an NCR-226 or NCR-227A 
is corrected in the State office, the RF-204 attached to 
such NCR-226 or NCR-227A will be marked "Suspension 
unwarranted" or "Suspension removed", as the case may be, 
and initialed by the person in charge of the Application 
for Payment Section or another person authorized to do so, 


. Such Forms NCR~226 and NCR-227A will be forwarded to the 


record clerk, Upon receipt of such forms, prepare NCR-230 
in duplicate, Enter at the top of such form the State and 
county code, the name of the State, and the name of the 
county, Enter in the space marked "Date received" the 
date such form is prepared, Enter in the space marked 
"Sheet No," a number in the "300" series. Keep a record 
of the numbers assigned to such lots in each county so 
that the numbers may be assigned in consecutive order, 
Enter in the space following "transmittal" in the second 
line beneath the title of NCR-230, the number "1" and 
enter in the space following the word "numbered" in such 
line the number of the lot, Enter in Section I of NCR-—230 
the serial numbers of the Forms NCR-226 or NCR-227A to be 
included in the lot, and enter in the first space on the 
last line in Section I the total number of Forms NCR-226 
and NCR-227A in the lot. The data from such iWCR-230 shall 
be posted on RF-201 in red and a record of progress of such 
lot shell be maintained as heretofore set forth, 


When any Forms NCR-226 or NCR-227A which were suspended by 
the General Accounting Preaudit Office are cleared, such 
cases will be forvarded to the record clerk, together with 
the original and copy of the preaudit difference statement, 
Prepare NCR-230 and make postings on RF-2Ol for such cases 
in the manner set-forth in paragraph 19 of this Section II 
except that the lot number to be assigned to such NCR-230 
shall be a number in the 500 series, Do not include any 
cases which were suspended by the G.A.P.0. in the same lot 
with any othor cases. 


When a transmittal of Forms NCR-226 and NCR-227A is approved 
by the General Accounting Preaudit Office, such transmittal 
willbe forwarded to the Regional Disbursing Office, When 
checks are issued by the Regional Disbursing Office, a copy 
of ACP-22 accompanied by a copy of ACP~75 will be received 
by the record clerk. Upon receipt of such forms, enter in 
column (u) of RF-201 the Disbursing Office Voucher Number 


ray oN 


Progress Report 


for Director 


of North Central 


Division 


Preparation 
of Progress 
Report 


C6 


under which such checks were issued, and in column (v) 
of RF-201, the date ‘such checks were issued, Forward 
the copy of ACP-22 and the copy of ACP~75 to the State 
accountant, 


Twice each month prepare: NOR-231 in duplicate, The first 


‘report shall be for the period of the lst to the 15th, 


inclusive, and the second report shall cover the remainder 
of the month, Mail the original to the Director of the 
North Central Division immediately after the fifteenth 

and the last day of the month, The NCR-231 shall not be 
transmitted with any other reports, letters, memorandums, 
or enclosures, 


When } preparing ‘NOR-231 the necessary data may be taken 
either from RF-201 or from the originals of Forms RF-203, 
TP pha Tatter method: is used,*it ‘will be necessary to 


“identify each lot which includes casos which were suspended 


eA, 


from a previous transmittal and'which were resubmitted by 


“the county office, Othervise, the entries in Section im 


item 3, and Section II, item 6, will not be accurate, 


‘Such lots may be identified by prefixing the lot numbers 
‘with the letter "C" on cach RF-203 listing lots of Forms 


NCR-220 releascd to the Statistics Section and on each — 
RF-203 listing lots of Forms NCR-226 and NCR-227A released 
to the General Accounting Preaudit Office, 


Prepare NCR-231 as follows: 


a, Enter in the upper right-hand corner the name of the 
State, 


b. Enter in the spaces provided beneath the title of the 
form the inclusive dates of the period covered, 


c, If NCR-231 is prepared from Forms RF-203, make entries 
in Section I as follows: 


(1) Enter on line 1, column (a) the number of Forms 
‘“NCR-220 received during the period, Do not include 
Forms NCR-220 which were suspended from previous 
transmittals and which have been resubmitted, 
‘Lots including such cases will have been recorded 
on RF~2O1 in red, 


(2) Enter on line 2, column (a) the number of Forms 
NCR~220 suspended in the Application for Payment 
Section during the period, Include all Forms 
NCR-220 for which the county committee submitted 
corrected data or upon which corrections were 
made by the county committee even though such 
forms were not recorded as being returned to the 
county for correction; In most instances, such 
corrections will only occur during the period 


that the lot is in the Examination Unit, The 
‘supervisor of each unit will furnish the Records 
Unit with the record of such corrected Forms 
NCR~220, 


(3) Enter on line 3, column (a) the number of 
suspended Forms NCR-220 which have been corrected 
and resubmitted or which were found to have been 
suspended in error and which have been released 
to the Statistics Section during the period, Item 
3(a) should also include the number of Forms 
NCR-220 included in item 2(a) which were corrected 
after submission of the lot to the State office 
but which were not listed as regular suspensions 
on RF-203, If there were 50 Forms NCR-220 cor- 
rected while the transmittal was held in the 
Examination Unit this number would be included 
in both itom 2(a) and item 3(a) of the NCR-231, 


(4) Enter om line 4, column (a), the total number of 
Forms NCR-220 which have been released to the 
Statistics Section during the period, including 
regular Forms NCR~-220 and suspended Forms NCR-220 
which have been cleared, 


(5) Obtain entries for column (b) of Section I by 
adding for cach item, the entry in column (a) for 
the current report and the entry in column (b) 
for the previous report, : 


If NCR~231 is prepared from Forms RF-203, make entries 
in Section If as follows: 


(1) Enter on line 1, column (a), the number of ap- 
plications for payment mailed to county offices 
during the period, Do not include "No payment" 
cases in this item, 


(2) Enter on line 2, column (a), the number of "No 
payment" applications mailed to the county 
offices during the period, 


(3) Enter on line 3, column (a), the number of ap- 
plications for payment received from county offices 
during the period, Do not include applications for 
payment which were suspended from previous trans-— 
mittals and which have been resubmitted. Lots 
including such cases will have been recorded on 
Re=ecOUleinerea. =" ; 


(4) Enter on line 4, column (a), the number of ap- 
plications for payment suspended in the Applica- 
tion for Payment Section during the period, 


(5) Enter on line 5, column (a), the number of applica- 
tions for payment released to the General Accounting 


f. 


(6) 


oe) 


(8) 


(9) 
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Preaudit Office during the period, including 
regular applications for payment which were 
suspended in the Application for Payment 
Section and which have been cleared, Do not 
include General Accounting Preaudit Office 
suspensions which have been cleared, 


Enter on line 6, column (a), the number of ap- 
plications for payment suspended by the General 
Accounting Preaudit Office during the period, 


Enter on line 7, column (a), the number of ap- 
plications for payment which were suspended in 
the Application for Payment Section, and which 
were cleared and released to the General Ac- 
counting Preaudit Office during the period, 


Enter on line 8, column (a), the number of General 
Accounting Preaudit Office suspensions which have 
been cleared and resubmitted to the General Account— 
ing Preaudit Office during the period. 


Obtain entries for column (b) of Section II by | 
adding for cach item the entry in column (a) for 
the current report and the entry in column (b) 
for the previous report, 


If NCR-231 is prepared from Form RF-201 rather than 
from the Form RF-203, it may be advisable to obtain 
entrics for column (b) in Sections I and II for the 
current report and then obtain entrics for column 

(a) in Sections I and II of such report by subtracting 
from the entries in column (b) the corresponding 
entries in column (b) for the previous report, 


Make entries in Section III as follows: 


(1) 


(2) 


Enter on line 1 in columns (a) to (f), inclusive, 
the largest number of persons employed at any time 
during the period in the various units of the 
Application for Payment Section, If a person 

was’ employed for a part of a period in one unit 
and for the balance of the period in another unit, 
such person shall be considered as having been 
employed in both units, It may be advisable for 
the persons in charge of the various units to sub— 
mit daily work reports to the person in charge of 
the Application for Payment Section in ordor that 
an accurate record of personnel employed in each 
unit may be maintained, 


Enter on line 1, column (g), the largest number of 
persons employed in the Application for Payment 


- oth as 


Gard File for 
Payments in 
Excess of 
$1000.00 


20. 
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Section during the period. This entry may be 
less but cannot be more than the sum of the 
entries on line 1, columns (a) to (f), inclusive. 


(3) Enter on line’ 2, columns (a) to (f), inclusive, 
the total number of clerk hours worked in the 
various units. This figure shall be obtained 
by adding, for all clerks the number of hours 
each clerk worked in a particular unit during 
the period. 


(4) Enter-on line <, column (¢), the total of the 
entries on line 2, columns (a) to (f), inclusive. 


A Sm 3! card file shallgtbe set up in the Records Unit for 
the purpose of determining the names of persons in the State 
whose total payments exceed $1000.09. Reports with respect 
to such payments shall be submitted to the Director of the 
North Central Division upon request. The time and manner in 
which such report is to be prepared and submitted will be 
determined at a later date, 


a. From time to time cards prepared by the Payment Schedule 
Unit will be received and should be kept separately 
by county until cards are prepared by the Records Unit 
as hereinafter set forth, 


b. When it has been determined that complete lists of 
persons eligible to make application for payment have 
been received from a county and at such time thereafter 
when the preparation of the card file will not interfere 
with the regular. flow of the work of the Records Unit, 
the card file shall be completed. 


c. Prepare a "3 x 5" card for each person listed on NCR-c22 
for which an entry other than zero has been made in 
column (d) and for each person listed on NOR-222A for 
which an entry other than zero appears in column (c). 


d. Enter on each' card the county code, the serial number 
and the name of the applicant. In entering the appli- 
cant's name, enter the last name first followed by the 
given name and initial or if only the given name or 
the initials. appear on NCR-222 or NCR-c22A, these shall 
be used. In cases of estates the name of the estate 
should be entered first followed by the name of the 
administrator, executor, or other fiduciary. Spaces 
should be provided in which to enter the address of the 
applicant and the amount of payment approved for such 
person, ; 


e, After all cards have been prepared for a county, withdraw 
the cards which were previously prepared by the 
Payment Schedule Unit and check to di termine that not 


hE DOS 


Vidingsor 
State Office 
Copies of 
Forms 


Matching 
Original 
and Copy 
of Appli- 
cation, 


Release to 
Examination 
Uni t 


1. 
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more than one card has been prepared for any serial 
number in a county. In case any duplication is 
found destroy one of the cards. 


f. Check the cards against the copy of ACP-75 returned 
by the General Accounting Preaudit Office on file. wa 
the office of the State accountant, Enter on the card 
the address of the applicant as show on the ACP-75 
and the amount of the applicant's payment, Such 
amount shall include the amount of any assignment or 
set-off deducted from the applicant's payment, Check 
the cards prepared by the Payment Schedule Unit to 
determine that the amount of payment entered thereon 
is the same as the amount approved for the applicant, 


2, When all addresses and amounts have been entered on 
the cards for a county, file such cards alphabetically 
by: State, 


h, Care should be taken at all times to obtain the correct 
spelling of a person's namo and the correct first name 
and initials, or the correct initials so that the cards 
prepared for the same person will be im proper order 
when filed, 


instructions to Wile Clerks, 


All copies of Forms NOR-227 and NCR-227A bearing the same 
serial number shall be fastened together, Do not fold any 
Forms NCR-226, NCR-227, or NCR-227A, File the copies of 
Forms NCR-226, NCR-227, and NCR-227A which have been with- 
drawn, in serial number order, When copics of Forms NCR-225 
and NCR-225A are reccived, file such copies with the cor- 
responding Forms NCR~220 and NCR-220A for the county, 


Whon a transmittal of Forms NCR-226 and NCR-227A accompanied 
by Forms NCR-227 and NCR-230 is received from the record 
clerk, match such Forms NCOR-226, NCR-227, and NCR-227A with 
State office copies of such forms which were filed pursuant 
to paragraph 1 of this Section III, Attach the State office 
copies of Forms NCR-226, NCR-227, and NCR-227A to the 
originals of such forms, 


When the Forms NCR-226, NCR-227, and NCR-227A in a trans-— 
mittal have been matched with the State office copies of 
such forms, prepare RF-203, Enter the State and county 
code in the upper right-hand corner of such form and check 
the box marked "Application for Payment" in the line beneath 
the title of .the form, Enter in column (a) the lot numbers 
of the lots in the transmittal and in column (b) the number 
of applications for payment in eath lot, Make no entries 
in columns (c) to (zg), inclusive, .Release the transnittal 
of Forms NCR~226 and NCR-227A together with Forms NCR-230 
and the copy of RF-20%, to the Examination Unit, Obtain 


« 


Stamping 4. 
State Office 
Copies of 
Applications 
Filing of 5, 


Forms Received 
from Statistics 
Section 
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the signature of a representative of the Examination Unit 
on the original of RF~2cO3 and release such form to the 
record clerk, 


When the copies of NCR-226, NCR-227, and NCR-2e7A are 
returned by the Examination Unit, stamp such copies 
"Original forwarded to the G.A.P.0," and forward such 
copies to the Statistics Section, 


When copies of Forms NCR-226, NCR-227, and NeR-2e7A 
are received from the Statistics Section, file such 
copies in serial number order by county. 


Mee instructions tomlypis ts: 


r. 
Preparation 
and Filing 
of RF-202, 

ae 


Upon receipt of Form C-I210 and NCR-222 and NCR-222A 
from the record clerk, prepare RF-~202 in duplicate for 
each person opposite whose name the serial number on 
NCR-222 1s circled and in triplicate for each person 
opposite whose name the gerial number is circled on 
NCR-222A, Prepare RF-cO2 as follows: 


a, Enter in the upper right-hand corner of such form 
in the space provided therefor, the State and county 
code, serial number assigned to the applicant's 1938 
application for payment, and the name of the applicant, 


b. Enter the name and address of the Secretary of the 
county association in the space provided therefor 
in the salutation of the letter, 


c, Enter in the space provided therefor in the body of 
the form the name of the debtor, the amount of the 
indebtedness and a description of the circumstances 
under which the indebtedness was incurred, Obtain 
such data from Form C-1110. 


d, Enter the name of the State following the word 
"Chairman" and before the words "Agricultural Ad- 
justment Administration", 


Stee Le Forms RF-202 in alphabetical order by counties 
in the Records Unit and return Forms C-1110 and 
NCR-222 and NCR~222A4 to the record clerk, 


Upon receipt of Forms NCR-c25, NCR-225A, NCR-226, NCR-2e7, 
and NCR-227A from the record clerk, prepare one set of 
Forms NCR-228 in triplicate and two sets of Form NCR-229, 
each set in duplicate, List on the set of Form NOR~228, 
the farm number of each Form NCR-225 in farm number order, 
List on one set of Form NCR-229 the serial numbers of 
"Payment" Forms NCR-226 and NCR-227A and on the other set 
the serial numbers of "No Payment" Forms NCR-226 and 
NCR-227A, "No Payment" cases will be identified by 


Cr 
Transmittal 
oheet for 
Farm Compu- 
tation Sheets 

4 


Transmittal 
Sheet for 
Applications 


Forms RF-204 attached thereto, 


eee 


Prepare NCR-223 as follows: 


ae 


igi 


Enter the State and county code in the space pro- 
vided therefor in the upper right-hand corner, 


Enter the name of the State, the name of the county, 
and proper sheot number in the spaces provided therefor 
immediately beneath the title of the form, Assign 
sheet number "1" to the first sheet of NCR-228 for 

the first transmittal and numbcr all sheets in the 
transmittal consecutively, In the second and. sub-— 
sequent transmittals, assign the first sheet of NCR-228 
the next consecutive number after the last sheet num- 


- ber used. in the precoding transmittal to the county. 


Such number shall be obtained from the record clerk 
in the Records Unit, 


Six columns have been provided in the body of the form 
for listing the farm numbers of Forms NCR-225 included 
in the transmittal, The Forms NCR-225 will be received 
in farm number order and the Form NCR-228 should be 
prepared entering the farm number of the first NCR—225 
in the first column of NCR-228 and completing such 
column before entering any farm numbers in the second 
or succeeding columns, 


When a sheet of NCR-228 is completed, count the farm 
numbers listed on such sheet and enter the total i 
the space provided therefor on the last line of the 
form, 


When 211 of the Forms NCR-225 for a transmittal have 
beon listed, enter just below the last farm number 
listed the words "Total Forms NOR-225 included in this 
transmittal " and enter in the blank space, the 
sum of the totals for all sheets of NCR-228 in the 
transmittal, 


Prepare NCR-229 as follows: 


. a 3 


Enter the State and county code in the space provided 
therefor in the upper right-hand corner, 


Enter the words "No Payment" above the title of the 
sheet of NOR-229 listing serial numbers of "No Payment" 
cases, 


Enter the name of the State, the name of the county, 
and the proper shcet number in the spaces provided 
therefor immediately beneath the title of the form. 


Assign sheet number"1"to the first sheet of NCR-229 


n> oe 


i 


- cdg-_ 


for the first transmittal and number all sheets in 

the transmittal consecutively, In second and sub- 
sequent transmittals, assign the first sheet of NCR-229 
the next consecutive number after the last sheet num- 
ber used in the preceding transmittal, Such number 
shall be obtained from the record clerk in the Records 
Unit. 


Six columns have been provided in the body of the form 
for listing the serial numbers of Forms NCR-226 and 
NCR-227A included in the transmittal, The Forms 
NCR-226 and NCR-227A to be transmitted will be re- 
ceived in serial number order, Enter the serial 
numbers of such forms in the order in which such 

forms are arranged, beginning with the first column 

of NCR-229 and completing such column before entering 
any serial numbers in the second or succeeding columns, 


When a sheet of NCR-229 is completed, count the serial 
numbers listed on such sheet and enter the total in the 
space provided therefor on the last line of the form, 


When all of the Forms NCR-226 and NCR-~227A have been 
listed, enter just below the last scrial number listed 
the words "Total applications for payment included in 
this transmittal - " and enter in the blank space 
the sum of the totals for all sheets of NCR-229 in the 
transmittal, 


Review all Forms NCR~228 and NCR-229 to insure accuracy, 


Upon completion of the Forms NCR-228 and NCR~229 for trans-— 
mittals of Form NCR-225 and Forms NCR~226 and NCR-227A, 
respectively, sign and enter the date in the spaces provided 
therefor in Section JII, item 14 of each sheet of NCR-22e4, 
Thereafter, release the Forms NCR-225, NCR-225A, NCR-226, 
NCR-227, and NCR-227A, togother with the set of Forms 
NCR-228 and both sets of Forms NCR-229 to the record clerk 
in the Records Unit, 
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PART II - EXAMINATION UNIT  aRseneaeteieibashanemaneer ses | 
: -—-| 
The personnel of the Examination Unit shall consist of checking 
: clerks, examining clerks, and review clerks. Checking clerks and 


¢ ge ' ce 
' examining clerks shall use blue pencil and review clerks shall use 
red pencil, 


} 

Upon receipt of a transmittal of Forms NCR-220 and NCR-22c0A, 

i ; the lots of such forms shall be assigned to checking clerks for a 

7 check of the computations on such forms, Thereafter, such lots shall 
be assigned to clerks for a check of the accuracy of entries other 

than computation entries on such forms, Thereafter, such lots shall 

be assigned to a pair of checking clerks for a check of the entries 

on Forms NCR-220 against the entries on NCR-209. Upon receipt of a 

lot bearing a number in the 300 series, such lot shall be assigned 

in the same manner as original lots for a check of computations and 

entries on Forms NCR-220 and NCR-220A, and for a check of the entries 

on Forms NCR-220 against the entries on NCR~209. 


er et 


When an entry on an NCR-220 or NCR-220A is found to be incorrect, 
place an "X" above and to the right of such entry and complete the 
Suspensions checking of all other entries, Prepare and attach RF-204 to the NCR- 
and 220, indicating on such RF-204 the nature of the error, If an error 
“Corrections is corrected in accordance with the instructions contained herein, 
the clerk making the correction shall initial such correction and 
shall indicate on the RF~204, prepared for such case, both the 
original and the corrected entries. When the pair of clerks who 
check entries on Forms NCR-220 against entries on NCR-cO9 have com- 
pleted such check, such clerks shall remove the RF~204 containing 
notice of correction from an NCR-220 which has been corrected, provided 
the NOR-220 has not been suspended for any other rcason, When Forms 
RF-204 are removed, such forms shall be transmitted to the Clearance 


ra 
: Writ. 


\ Upon receipt of a transmittal of Forns NCR-226 and NCR-227A, 
| such forms shall be assigned to examining clerks by lots for a check 
0 of the entries on the signed copies of such forms against the entries 
. on the State office conies of such forms, and an examination of sig- 
natures and certifications. When such lots have been completed by 
examining clerks, they shall be assigned to review clerks who shall 
review the work of the examining clerks, If, in the examination of 
4 Forms NCR-226 and NCR-227A, it is found that any form does not meet 

the requirements set forth in Section VII of thre -rart. Ll, prepare 

and attach an RF~204 to such NCR-226 or NCR-227A indicating on such 
_ RF-204 the reason for suspension, Complete the examination of each 
$ form, even though such form is to be suspended, 


con ; i 
I. Instructions to eheck ing Clerks for Checking Computations on 3 
Forms NCReccQ. o) au, Z| 
1. Make the following determinations with respect to Section I 
of NCR-220: 
Section I a. Determine that the sum of the entries in each of the | 
of NCR-220 columns 6) toms inclusive, is 100 percent. 
: a 
2. Make the following determinations with respect to Section II F 
of NCR-220: 
Section ITI a. Determine that the entry in column (g) on each of the 
of NCR-220 lines. 1, 2)93,. 4; and! 6.is teqnal stothe? sumrot tne 
entries (including entries which have been circled or Y 
double-circled) on each of such lines in columns (b) 
to (f), inclusive, 
bo. If there is te entry in Section IV, item 5(b), determine 
that the entry in column (g) on line 5 is equal to the 
sum of the entries in columns (b) to (f), inclusive. 
If there is'no entry in Section IV, item 5(b), and the 
farm is in the commercial potato-producing area, determine 
that the entry in column (g) on line 5 does not exceed 
the sum of the entries on such line in columns (b) to 
(f), inclusive. 
c. Determine that the entry in column (h) on each line is 
equal to the sum of the double-circled and unencircled 
entries on such line in columns (b) to (f), inclusive. 
Do not include entries which have been circled, 
d. Determine that the entry in item 17(h) is equal to the 
sum of the entries in items 1(h) to 16(h), inclusive, 
less the sum of the entries in Section IT which have been 
double-circled, 
3. Make the following determinations with respect to Section Lis 
of NCR-220: : 
Section III a. Determine ‘that the entry in column (e) on each line is 
of NCR-220 equal to the product obtaincd by multiplying the entry 
in column (d) on the same line by the conversion factor 
for. such practice, The conversion factors will be found 
in Section XIII of NCR-201. 
5, Determine that the entry in item 11(e) is equal to the 
sun of ‘the entries in items 1(e) to 10(e), inhdélusive. 
4, Make the following dotemination with respect tO Section IV é 
of NCR-220: 
Section IV a. Determine that the entry in item 7(b) is not less than 


of NCR-220 


the sum of the entries in items 1(b) to 5(b), inclusive, 


and is not greater than the entry in item 8(b), 


Section V 
of NCR-220 


® section VI 
, of NCR+220 
. 

| WNCR-220A 

od 

i 

f 

| 
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Make the following determinations with respect to Section V 


of NCR-220: 


Ae 


For each crop listed in column (a), add the acreage 
shown in column (b) and any acreage for such crop 
shown in Section II, column (g), and multiply such 

sum by 1,25. If the result ‘so obtained is less 

than the entry for such crop in Section IV, column Goyie 
encircle the reason shown in Section V, column (c)e 


Make the following determination with respect to Section VI 


of NCR-220: 


Ae 


If the entry in column (b) on any line is greater than 
the entry in column (c) of such line, determine that 
the entry in column (d) on such line is equal to the 
result obtained by subtracting the entry in column (c) 
from the entry in column (b). If the entry in column 
(c) on any line is greater than the entry in column (b) 
on such line, determine that there is a zero (0). in 
column (a). Enter a zero (0) if necessary. 


7. If there are no Forms NCR-220A in the lot, sign and enter 
the. date in the spaces provided therefor in Section 1iiva7 
NCGR-224 and release the lot to the clerks designated to 
check entries on Forms NCR-220, 


Instructions to Checking Clerks for Checking Computations on 
Forms NCR-22oa. 


] Make the following determinations with respect to 


Form NCR-220A: 


Ae 


Determine that the entry in column (3) on the "total" 
line for each special crop, general crops, and for 
soil-building practices is equal to the sum of the 
individual entries in such column. 


Determine that the entry in each acreage share or unit 
share column on the "total" line for each special crop, 
general crops, and soil-building practices is equal to 
the sum of the individual entries in such columns. 


Determine that the entries in the percentage columns on 
the "total" line for each special crop, general crops, 
and soil-building practices is equal to the result ob- 
tained by dividing the total of each acreage share or 
unit share column by the total on the same Vines ayy 


column (3). 


Determine that the sum of the entries in the percentage 
columns on the "total" line for each special crop, 
general crops, and soil-building practices is equal to 


Beatie 


100 percent. If, because of the rounding of fractions, 
the sum of the entries in the percentage columns, on the 
"total" line for any special crop, for general crops, or 
for soil-building practices does not equal 100 percent, 
adjust the highest of such entries so that the total does 
equal 100 percent. 


After the computations have been checked on all Forms NOR-220A 
in the lot, sign and enter the date in the spaces provided 
therefor on NCR-224 and release the lot to the clerk designated 
to check entries on Forms NCR-220. 


III. Instructions to Checking Clerks for Checking Entries on 
Forms NCR-220. 


1. 


section [I of 
NCR~220 


section II Ze 
of NCR-220 


Section III 
of NCR-~220 


Determine that the State and county code, the farm No., and 
the aerial photo number, if any, have been entered. If any of 


‘such data are missing, obtain and enter such data in the 


appropriate space... 


a. Determine that the "Application Serial No.", "Relationship 
to This Farm", "Address", and "Division of Payments" have 
been entered in the respective columns for each person 
whose name has been entered in column (b). No entries 
need appear in columns (e) to (i), inclusive, if an 
NCR~2c0A is attached to NCR-220, 


(1) If no serial number has been entered in column (a), 
determine that an "X" has been entered in lieu 
thereof, 


Determine that no entry has been made for any crop as both 
a@ special crop and as a general crop in Section II of 
NCR-220, 


Make the following determinations in connection with 
Section III of NCR-220: 


a. Determine that there appears in column (a) an adequate 
description of each soil—building practice carried out on 
the farm. The description of various practices should be 
the same as the names of such practices as set forth in 
Section XIII of NCR-201, However, if the description is 
sufficiently adequate to positively identify the practice, 
it may be accepted, even though it is not identical with 
the name of such practice as set forth in NCR-201. 


be. Determine that field letters have been entered in 
column (b) for each practice listed in column (a). 


c, Determine. that a practice number has been entered 
in column (c) for each practice listed in column (a) 


Se ae 


. 


Section IV 
of NCR-220 


Section V 
of NCR-220 


Section VI 
of NCR-220 


Section VII 
of NCR+220 


a5 


and that such practice number is, correct. The 
practice numbers for the various*practices may be 
found in Section XIII of NCR-2Ol. . . 


d, Determine that an entry has been made in column: (d) 
for each practice listed in column (ajweettean entry. 
has been made for soil-building practices A-l, A-<, 
A-4, or A-8, and the names of such practices do not ; 
agree with the name in Section XITI of NCR-201, deter--: 
mine that the practice carried out is the equivalent 
of practice A-l, A-2, A-4, or A-8, as the case may be, 
and determine that there is entered in parentheses in 
column (a), immediately following the name.of the 
practice, the extent to which such practices were 
carried out. 


Malte the following determinations with respect to Section IV 
of NCR-220:: 


a. Determine that there is an entry in column (c) on each 
line for which there is an entry in column (bd). 


b,. If there is an entry in tine :5;..column (5), determine 
that such entry is not less than "3". 


c., Determine that there is an entry in column (c) for each 
special crop, an acreage of which is shown in column (h) 


ofeSectionalLl. 


d, Determine that the name of the type of tobacco has been 
entered in column (a) if any entries appear in line 3, 
column (bv) or (c). 


Make the following determinations with respect to Section V 
of NCR-220: 


a, Determine that wherever an entry has been made in 
column (a) that entries have also been made in columns 


(b) and (c). 


>. Determine that the entry in column (c), if any, is either 
"flood" or "drought" in the case of corn, wheat, cotton, 
or rice, and either "flood", "drought", or "olant—bed 
diseases" in the case of cigar filler and binder tobacco, 


Make the following determinations with respect to Section VI 
of NCR-220: 


a. Determine that wherever an entry has been made in column 
(v) that entries have been made in columns (c) and (4). 


Determine that, wherever an entry has been made in any of 
the columns in Section VII, entries have been made in each 
of the other columns, 


Seétion VIII 


of NCR-220 


NCR-220A 


EY 


8. 


T 
(er) 
j 


Determine that Section VIII of NCR-220 has been signed by 
the person who prepared such form and by a county committee— 


man and that dates have been entered opposite such signatures. 


Instructions to Checking Clerks for Checking Entries on Forms 
NCR-220A. : 


Le 


Determine that the State and county code and farm number have 
been entered. If any of such data are missing, obtain and 
enter such data in the appropriate space, This data may be 
obtained from the NCGR-220 to which such NCR-2ecO0A is attached, 


Make the following determinations, in connection with entries 
in the body of Form NOR-220A. 


Qe 


Determine that initials of each person whose name appears 
in Section I of NCR-220 have been entered in the blank 
spaces above the headings of columns (4) to eas) s 
inclusive. ; 


Determine that, for each field letter entered in column 
(1), there is an entry on the same line in columns (2) 
and (3). 


Determine that no entries have been made for sugar beets. 


If the farm for which the NCR-220A has been executed is 
not in the commercial corn-producing area, determine that 
the entry for corn, if any, has been made under general 
crops. 


If the farm for which the NCR-220A has been executed is 
not in the commercial potato-producing area, determine 
that the entry for potatoes, if any, has been made under 
general crops. If the farm for which the NCR-22O0A has 
been executed is in the commercial potato-producing area 
and no potato acreage allotment has been established for 
the farm and the encircled entry in Section II, line 5, 
column (g) of NCR-220 is in excess of "3", determine that 
the entry for potatoes as a special crop in column (3) 
of NCR-220A is equal to such entry, and that the entry 
for potatoes as a general crop in column (3) of NCR-220A 
is equal to the entry in Section II, line 5, column (h) 
of NCR~220 minus the entry in Section Tt, “Lanetiae 

column (gz) of NCR-220, 


If a wheat acreage allotment has not been established for 
the farm, determine that the entry for wheat, if any, has 
been made under general crops, 


Determine that there is a separate total line for each 
special crop, a separate total line for general crops, 
and a separate total line for soil-building practices, 
Lay. . 


B 


4 


4 


4 


f 


} 
] 
{ 


se if ee 


h. Determine that the total of column (3) for any special 
crop, other than potatocs, is equal to the acreage’ 
for such crops as reported in Section II, column (h) of 
the corresponding NCR-<20, except in those cases where no 
acreage of such crops was harvested, or where due tO Loren 
failure the acreage of such crops was reduced sufficiently 
to affect materially the division of »vayments or deduc- 
tions, in which case no acreage will be shown in column(3) 


i. Determine that the total of column (3) for soil-building 
practices is equal to the total soil-building practice 
units as entered in Section III, item li(e) of the 
corresponding NCR-220. 


j. Determine that NCR-220A has been signed by the person 
who prepared such form and that a date has been entered 
opposite such signature. 


c, Sign and enter the date in the spaces provided therefor 
in Section III of NCR-224 and release the: Lots toisume 
clerk designated to check Forms NCGR-220 against NCR-209. 


Vv. Instructions to Checking Clerks for Ghecking Forms NCR-22<0 


Fae lara ee oe 


against NCR-209. 


| Check of In order that the checking clerks may determine the proper 
NCR-220 Listing sheet and the »roper columns of such form against which 

| Against to check entries on Form NCR-2cO, a request should be submitted 
NCR-209 to the person in charge of the Statistics Section for information 
as to the form numbers and column numbers where such entries may 


I be found on the listing sheet, 


| 
1, Two clerks working together shall check the following entries 
| on Forms NOR-220 against the applicable columns on NCR-209: 


" | ‘a, Section IV: 

(unter Waes cat) Same ends Bsholumn (bd) 
(2))Telnies li eye Sis and 6, column (c) 

: be section VT: 

7 (1) Line 1, column (0) 


2, As entrics on an NCR-220 are checked against entries on NCR- 
; 209, make entrics in the column to tho left of column (1) 


on NCR-209 and on NCR-220 and NCR-220A as follows: 
y a, If an NCR-220 and MCR-220A, if any, have not been sus- 
pended, enter the 1etters "O.K," in the column to the 
hd Teft of column (1) of NOR-209 on the line bearing the 


farm number of NCR-220. 


Check of 
Records Unit's 
Suspensions 


roa 


b, If an NCR-220 and NCR-220A, if any, have been suspended, 


enter the letter "S" in the column to the left of column 
(1) of NCR-209 on the line bearing the farm number of 
the NOR-220. Remove the suspended NCR-2c0 from its 
place in the lot and place it on top of the lot. 


c, When an "0,K," is entered on NOR-209, enter an "OK. 
to the right of the farm number on the corresponding 
NCR-220 and NCR-220A, if any. 


d, If an RF-204 is attached to an NCR-220 and such RF-204 
indicates that an NCR-220 bearing the same farm number 
has previously been received, check NCR-209 to determine 
whether the NOR-220 which was previously received was 
suspended. If an "S" appears to the left of the appro- 
priate farm number, strike the ns" and enter "0,K," in 
lieu thereof, provided an additional reason for suspen 
sion is not shown on RF-204. Remove and destroy such 
RF-204. If an "0,K." appears to the left of the farm 
number for which RF-204 indicates that the NCR-220 was 
previously received, indicate such fact on the RF-204. 
Place the NGR-220 on the top of the lot. 


e. If an RF-204 is not attached to an NCR-220 and an "S! 
appears to the left of the appropriate farm number, 
strike the "S" and enter "0,X." in lieu thereof. 


If an NCR-220 was suspended in the Records Unit, determine 
whether such suspension is warranted, If not, remove and 
destroy the RF-204 upon approval of the person in charge of 
the Examining Unit, and enter "9. K," on NCR-209 to the right 
of the farm number on such NCR-220. 


Upon completion of the checking work in connection with a lot, 


enter in Section II of NCR-224 the farm numbers of all sus- 
pended cases in such lot and enter on the last line in 
Section II the total number of such suspensions. Both 
checking clerks shall sign and enter the date in the spaces 
provided therefor in Section III of NOR-224 and release the 
lot to the person designated to release transmittals of 
Forms NCR-220. 


When a lot bearing a lot number in the 300 series is received, 


check each NCR-220 in such lot against NCR-209, Strike the 


t's! on NCGR-209 opposite the farm number of: NCR-220 and enter 


"O.K," in lieu thereof. Enter "0.K%," to the right of the 
farm number on each such NCR-220 and WCR#220A, if anyiees 
move and destroy the Forms RF-204 attached to Forms NCR-220 
in such lot and release the lot as set forth in paragraph 4 
of this Section V. 


Vi. 


Release of 
Forms 


P 


Vid 


Check of Forms 
Against State 
Office Copies 


ee Gre 


Instructions for Release of Transmittals of Forms NCR-220. 


28 


When all lots in a transmittal have been comalected, the 
person designated by the person in charge of the Examination 
Unit shall prepare RF-203 in triplicate. Enter the State 
and county code in the space provided therefor in the upper 
right-hand corner. Check the box marked "Summaries of Per- 
formance" in the line beneath the title of the form.. Enter 
the words "Entry Unit and Clearance Unit" in the space 
following the words "Released to" and enter the date in the 
second line beneath the title of the form. Enter in column 
(a) the numbers of the lots in the transmittal and in 
column (b) the number of cases in cach lot which have not 
been suspended. Enter in column (c) the number of sus- 
pended cases in each lot and enter in columns (da) to (ag), 
inclusive, the farm numbers of such suspended cases. 


Release all suspended cases in the transmittal to the 
Clearance Unit, together with the second copy of RF-2O03. 
Obtain the signature of a representative of the Clearance 
Unit on the original of RF-203, Release the Forms NCR-220 
which were not suspended to the Entry Unit, together with 
the first copy of RF-203, Obtain the sienature of a repre- 
sentative of the Entry Unit on the original of RF-203 and 
send the original RF-203 to the record clerk in the Records 
Unit. 


Instructions to Examining Clerks for Examination of Forms 


SO 


NCR-226 and NCR-227. 


Make the following determinations in connection with Forms 
NOR-226, NCR-227, and NCR-ce27A: 


Determine by examining the originals of NCR-226, NCR-<e7, 

and NCR-227A that no change has been made in any of the data 
thereon, except changes or corrections which were made in the 
State office. If any item was corrected in the State office, 
the same correction will appear on the State office copy of 
the form in question, 


Determine that all entries in Section IV of the signed copies 
of NCR-226 and all entries in Section V of the signed copies 
of NCR-227A are the same as the entries on the State office 
copies of such forms. 


Determine that no deletion has been made in any machine ~ 
printed matter on NCR-226, NCR-227, and NOR-ce7A, 


If any entry has been corrected both on the signed copy and 
on the State office copy of an NCR-2c6, NcR-227, or NCR-2e7A, 
determine that such correction on the signed copy has been 
initialed by the member of the county committee who signed 
the certification of county committee. 


Date 


Acceptable 
signatures 


Signatures 
Not Acceptable 


Os aie 


If the style of the printed name or the address of an applicant ¥ 
has been changed in Section IV of NCR-226 or in Section V of e 
NCR-227A, determine that the change has been initialed by the 
member of the county committee who signed the certification of 
county committee on such form, For example, if the name 

"J, H. Doe" was printed on an NOR-226 and such name was changed 
to "John H. Doe", such change must have been initialed. When 
such a change has been made and initialed on an NCR-c26 or an 
NCR-227A, make the same change on the State office copy of 

such form, 


Determine that a date has been entered in the space provided 
therefor in Section V of each NGR-226 and in Section VI of 
each NCR-2e7A, 


Determine that acceptable signatures have been affixed in 
Sections V and ‘VI of each NCR-226 and in Sections VI and VII 
of each NCR-227A. The signature of the applicant in Section V 
of NCR-226 or in Section VI of NCR-227A should be in the same 
style as the printed name of such applicant. However, if any 
of the following examples of difference between printed names 
and signatures appear on an NCR-226 or an NCR-227A, such form 
should not be suspended, 


Printed Name Signature 
ds Doe John Doe 


or Jno. Doe 


John Doe Jno, Doe 
or John A, Doe 


Mrs. Sarah Smith Sarah Smith 

Jones and Smith, Jones and Smith 

a partnership by John Smith, a partner 
J. Doe, Adm. of John Doe, Adm. of 

R, Roe Estate the Estate of 


Richard Roe, Deceased 
Joe Willington Joe Wilington 
If any of the following examples of difference between typed 


names and signatures appear on an NCR-226 or an NCR-cov7A, 
such form shall be suspended. 


EE 


Signature Si 
by Mark 


Signatures of 10. 


Representatives 
Address AS ie 
Style of RAS 
Name 


Printed Wane Signature 
John Doe J. Doe 


Or Jk, “Doe 


Mrs. Mary Smith 
or Mary Smith 


Mrs, John Smith 


Jones and Smith John Smith 


Tom Welsh Tom Welch 

Requirements for signatures of individuals, co-signers, and 
sole proprietorships are set forth in Section A of ACP-16, 
which was issued in connection with the 1936 and 1937 Agri- 
cultural Conservation Programs, 


Determine that the signature in Section VI of NCR-226 or in 
Section VII of NCR-227A is not that of the apolicant who 
signed such forn. 


If the signature of any applicant was affixed by mark or in 
other than English script, determine that such signature has 
been witnessed by at least one Gisinterested person whose 
signature is in English script, in the original, and 
handwritten, 


If the signature in Section V of an NOR-226 or in Section VI 
of an NCR-227A is that of a person acting ina representative 
or fiduciary capacity, determine that such person has dis- 
closed (in his signature) the principal, or entity for whom 
he is acting and has indicated the capacity in which he is 
acting. Examples of acceptable signatures of persons acting 
in representative or fiduciary capacities will be found in 
Section B of ACP-16., 


Determine that the address of the applicant is entered in 
Section IV of NCR-226 or in Section V of NCR-227A and that 
such address is an adequate mailing address. 


Determine‘the style in which the name of the payeo should 
appear on the check issued as payment under NCR-226 or NCR- 
227A, Clerks preparing Forms NCR-<26 and NCR-227A have been 
instructed to print.the name of the applicant in the style 
in which such name should appear on the check, However, if 
the applicant did not sign in exactly the same style as his 
name was printed on NOR-226 or NCR-2e7A, and his signature 
is acceptable under the instructions in paragraph 7 of this 
Section VII, or if the name of the applicant was not printed 
in the style in which such name should appear on the check, 
print the name of the payee on a slip of paper and staple 
such slip of paper to NCR-226 or NOR-c2v7A over the printed 


RF-202 
Attached 


Review 


14. 


Ds 


prance 


name of the applicant or, where possible, bracket that por- 
tion of the printed name which should not appear on the check. 
The manner in which the names of payees should appear on 
checks is set forth in Part III, Section I, paragraph l, 

item e. | 


P 


If a copy of RF-202 is attached to the State office copy of 
an NCR-226 or an NCR-227A, determine that the original of 
such RF-202 is attached to the signed copy of such form. 
Prepare and attach an RF-204 to such Forms NCR-226 or NCR- 
227A, and indicate thereon that the applicant is indebted 
to the United States. 


Upon completion of the examination of an NCR-226 or an 
NOR-227A, initial such NCR-226 or NCR-227A. 


a. Initial Forms NOR-226 in the lower right-hand corner 
of Section VI. 


b. Initial Forms NCR-227A in the lower right-hand corner 
of Section VII. 


c. Do not initial suspended Forms NCR-226 and NCR-227A 
but sign the RF-204 attached thereto. 


Upon completion of the examination of the Forms NO2-226 and 
NCR-227A in a lot, sign and enter the date in the spaces 
provided therefor in Section III of NCR-230. Place all 
suspended Forms NCR-226 and NCR-227A on top of the lot and 
release the lot to a review clerk. 


VIII. Instructions to Review Clerks for Review of Forms NCR-226 and 
NCR-227, 


A 


Upon receipt of a lot, examine all suspended cases in the 
lot, following the instructions to examining clerks set 
forth in Section VII of this Part II, to determine whether 
the suspension of such cases is warranted, If doubt arises 
relative to the suspension of any case, consult the person 
in charge of the Examination Unit. If the suspension of 
an NCR-226 or NCR-227A is not warranted, remove RF-2c04 and 
place such NCR-226 or NCR-227A in its proper place in the 
lot. Initial the NCR-226 or NCR-227A as provided in para- 
graph 14 of Section VII of this Part II, If the suspen- 
sion is warranted, initial RF-204 beneath the signature of 
the examining clerk. 


Examine all other Forms NCR-226 and NCR-227A in the lot 

following the instructions to examining clerks set forth 

in Section VII of this Part II. Determine whether any of 
such cases should have been suspended, Determine that the € 
name of the payee has been correctly designated on NCR-226 


| Release 


‘4 


\ 


of Forms 


ay AS 


i 


and NCR-227A. Correct such designation, if necessary, 
Initial each approved NCR-226 or NOR-2c7A immediately to 
the left of the initials of the examining clerk. 


Upon completion of the review of all Forms NCR-226 and NOR- 
227A in the lot, enter in Section II of NCR-2d0 the serial 
numbers of all suspended cases in such lot, and enter on 
the last line in Section II of NCR-230 the total number of 
suspended cases in the lot. Place all suspended cases on 
top of the lot, sign and enter the date in the spaces pro- 
vided therefor in Section III of NCR-230, and release the 
lot to the person designated to release transmittals of 
Forms NCR-226 and NCR-227A, 


Daa Instructions for Release of Transmittals of Forms NCR-<26 and 


Fe i Mi deh I lh a i Rt tn a i A AA 


IOR-227A, 


a 


When the review of all lots in a transmittal of Forms NCR-226 
and NCR-227A has been completed, the person designated by the 
person in charge of the Examination Unit shall prepare RF-203 
in triplicate. Enter in the upper right-hand corner the State 
and county code, Check the box marked "Applications for Pay 
ment" in the line beneath the title of the form. Enter the 
words, "Payment Schedule Unit and Clearance Unit", after the 
words, "Released to", and enter the date in the second line 
beneath the title of the form. Enter in column (a) the 
numbers of the lots in the transmittal and in column (b) the 
number of cases in each lot being released to the Payment 
Schedule Unit. Enter in column (c) the number of suspended 
Forms NCGR-226 and NCR-227A in each lot and enter in columns 
(a), (e), (f), and (g), the serial numbers of all suspended 
cases in the transmittal. 


Release all suspended cases in the transmittal, including 
the State office copies of such suspended cases, together 
with the second copy of RF-203, to the Clearance Unit. 
Obtain the signature of a representative of the Clearance 
Unit in the space provided on the original RF-203. Helease 
all approved Forms NCR-226 and NOR-c27A in the transmittal, 
together with the related Forms NCR~227 and the first copy 
of RF~203 and the NCR-230, to the Payment Schedule Unit. 
Obtain the signature of a representative of the Payment 
Schedule Unit in the space provided on the original of 
RF-20% and send such original RF-203 to the record clerk 
in the Records Unit. Return the State office copies of 
approved Forms NCR-226, NCR-227, and NCR-227A to the file 
clerk in the Records Unit. 
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NCR-State 208 , \\ Issued August 10, 1938. 
K oe fers — 


ANY f 
UNITED STATES DEPARTMENT OF AGRICULTURE) 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
| NORTH CENTRAL DIVISION f 


PART III - ENTRY UNIT i 


—— 


The personnel of the Entry Unit shall consist of entry clerks 
and review clerks. All clerks in this unit shall use indelible pencils. 


Upon receipt of a transmittal of Forms NCR-220 such forms 
shall be assigned to entry clerks by lots for the preparation of 
Forms NCR-225, NCR-225A when necessary, NCR-2c6, and NCR-227. 


Entries on all forms shall be made in such a manner as to 
result in clear and legible entries on all copies of such forms. 


I, Instructions to Entry Clerks. 


iG 


| Prepare an NOR-225 for each NOR-220. Prepare an NOR-225A in 
| Forms to be addition to NOGR-225 for each NCR-220 where the names of more 
‘Prepared ' than two persons are entered in Section I thereof, Upon 


completion of the entries on NCR-225, and NCR-225A, if any, 
prepare an NCR-ces for each person whose name is listed in 
Section I, column (b) of NCR-220, if the serial number in 
column (a) to the left of such person's name is smaller than 
7000. Prepare an NCR-227 for each person whose name is listed 
in Section I, column (b) of NCR-220, if the serial number in 
column (a) to the left of such person's name is greater than 
7000. Do not prepare an NCR-226 or an NCR-227 for any person 
whose name is listed in Section I, column (b) of NCR-220, if 
the letter "X" has been entered in column (a) to the left oF 
such person's name, Attach all Forms NCR-225, NCR-225A, 
NCR-226, and NCR-227 which are prepared for a farm to the 
WCR-220 and NCR-220A, if any, covering such farm. 


1. Prepare NCR-225 as follows: 


a. Enter the State and county code and farm No. in the 
upper right-hand corner. Obtain such data from 
NCR-220. 


b. Make entries in Section I as follows: 
Entries for Section I (1) Obtain the entry for "sugar beets" in the 


fof NCR~225 heading of column (a) from Section II, 
item 6(g) of NCR220. 


(2) If the word "Burley" or the words "dark air-— 
® cured" appear in Section II, item 3(a) of 
iy HGR-220, enter in the heading of column (c) 


(3) 


(6) 


(7) 


of Section I the name of such type of 

tobacco, If the word:"Cotton" has been 
stricken from Section II, item 4(a) of 

NCR-220 and the word "Burley" or the words 
"dark air-cured" have been entered in lieu 
thereof, delete the word "Cotton" in the head- 
ing of Section I, column (b) and enter in-lieu 
thereof the name of the type of tobacco entered 
in Section II, item 4(a) of NOR-220. Enter im- 
mediately below the word "Tobacco" the figure 
",005" for Burley and ",0153" for dark air-—cured, 


If the farm is in the commercial potato producing 
area and if any entries appear for potatoes on 
line 5 of Section II of NCR-220, enter in column 
(e) under the word "Potatoes" the figure "$054" 
if the farm is in the early commercial potato- 
producing area, and the figure "$.036" if the 
farm is in the late commercial potato-producing 
area, 


Obtain the entry for item 1(b) from Section IT, 
item 4(h) of NCR-220, for cotton. 


Obtain the entry for item 1(c) from Section IT, 
item 3(h) of NOR-220. However, if the words 
"Burley" or "dark air—cured" do not appear in 
column (a) of item 3 and the word "Cotton" has 
been stricken from the heading of column (a) of 


item 4 and the words "Burley" or "dark air-—cured" 


entered in lieu thereof, obtain the entry for 
item l(c) from Section II, item 4(h) of NCR-220. 


Obtain the entry for item 1(d) from Section II, 
item 3(h) of NCR-220 if the words "cigar filler 
and binder" have been entered in column (a) of 
item 3. If the word "Cotton" has been stricken 
from column (a) of item 4 of NCR-220 and the 
words "Cigar filler and binder tobacco" entered 
in lieu thereof, obtain the entry for item 1(d) 
from Section II, item™4(h) of NCR-<2O. 


If the farm is not in the commercial potato 
producing area, make no entries in column (e). 
If the farm is in the commercial potato pro- 
ducing area and a potato acreage allotment has 
been established for the farm, obtain the entry 
for item 1(¢) from Section TI, item 5th) or 
NCGR-c20. If the farm ig in the commercial 
potato producing area and no potato acreage 
allotment has been established for the farm, 
obtain the entry for item l(e) from Section IT, 
item 5(g) of NCR-220, 


- 3- 


(8) If the farm is not in the commercial corn-producing 
area, make no entries in column (g). If the farm 
is in the commercial corn-producing area, obtain 
the entry for item 1(g) from Section II, item 
L(h) of NOR=220. 


(9)* Obtain the entry for item 1(i) from Section ITI, 
item 17(h) of NCR-220. 


(10) Obtain the entry for item 2(b) from Section IV, 
iteme4( 0) Or eNCh-220, for cotton. 


(11) Obtain the entry for item 2(c) from Section IV, 
items 3(b) or 4(b) of NCR-220, wherever the entry 
for "Burley" or "dark air-—cured" has been made. 


(12) Obtain the entry for item 2(d) from Section IV, 
items 3(b) or 4(b) of NCR-220, wherever the entry 
for "cigar filler and binder" has been made. 


(13) Obtain the entry for item 2(e) from Section IV, 
item 5(b) of NCR-220. 


(14) Obtain the entry for item 2(f) from Section IV, 
item 2(b) of NCR-220. 


(15) Obtain the entry for item 8(g) from Section IV, 
item 1.(b) iofNOReeco. 


(16) Obtain the entry for item 2(i) from Section IV, 
item 7(b) of NOR-220, 


(17) Obtain the entry for item 2(j) from Section VI, 
item 1(b) of NCR-220. 


(18) Obtain the entry for item 3(b) from Section II, 
item 4(g) of NCR-220. 


(19) Obtain the entry for item 3(d) from Section IT, 
item 3(g) or 4(g) of NCR-220, wherever the entry 
for "cigar filler and binder" has been made, 


(20) Obtain the entry for item 3(e) from Section II, 
item 5(g) of NCR-220. 


(21) Obtain the entry for item 3(f) from Section II, 
item 2(g) of NCR-220. 


(22) Obtain the entry for item 3(g) from Section II, 
item 1(2)wofsNoR-220% 


(23) Obtain the entry for items 4(b), 4(c), 4(d), 4(e), 
4(f), 4(g), and 4(h) from Section IV, column (c) 


C. 
Entries for 
Sébtion IT 
of NCR-225 

‘ons 
Entries for 
SSGiawovel WA 
of NOR&225 

Ce 


Entries for 
Section IV 
of NCR-225 


(6) 


of NCR-220 from the lines which bear the same 


heading in column (a) as the heading in the columns 
ORENG coe Section I of NOR-225. 


Outen the entries for items 5(b), 5(da), 5(f), 

5(g) fron Section V, column (c) of NCR-220 if aa 
entry in Section V, column (c) has not been encircled, 
If such entylies have been encircled make no entry on 
line 5-of Section, ct, 


Enter in item 10(j) the entry in Section VI, item 
1(d) of NCR-220, 


entries in Section Lil asur ol lows: 


Obtain the entry for item 1(b) from Section VI, item 
2(d) of NGR-220. 


Obtain the entry for item 2(b) from Section VI, item 
3(d) of NCR-220. 


entries in Section III as follows: 


Obtain the entry for item 1(b) from Section IV, item 
8(b) of NGR-220. 


Obtain the entry for item 3(b) from Section IV, item 
9(v) of NCR-220. 


Obtain the entry for item 4(b) from Section IV, item 
10(b) of NCR-220. 


Obtain the entry for item 5(b) from Section IV, item 
11(b) of NCR-220. 


Obtain the entry for item 6(b) from Section IV, 
item 12(b) of NCR-220. 


Obtain the entry for item 8(b) from Section ITI, 
item ll(e) of NCR-220. 


If the names of more than two persons appear in Section I 
of NCR-220, make no further entry on NCR~c25, If the 
names of not more than two persons appear in Section I 

of NCR-220 and no NCR-220A is attached to NCR-ecO, make 
entries in Section IV of NCR-225 as follows: 


(1) 


Print the names of persons whose names appear in 
Section I of NOR-220 (including the names of persons 
opposite whose name the letter "X" has been entered 
in coluinn (a)) in thé spades provided therefor above 
the headings in columns (d), (eye (ria (gz), and 
solumnis, (h)) “G)., Gees coupe ene 


(a) 


w Dw 


In the case of an individual, print the name 


of the applicant in the same style as such 
name appears on NCR+220. 


(b) In the case of co-signers print the nanes of 
the applicants in the same style as such 
names appear on NCR-220., Insert the word 

Nand" immediately preceding the last name. 


(c) In the case of a sole proprietorship, partner- 
ship, or corporation, print the name of such 
sole proprietorship, partnership, or corporation. 


(ad) In the case of an administrator, executor, or 
guardian, print the name of the payee on three 
lines, Print the name of the administrator, 
executor, or guardian and the title (abbreviated) 
on the first line; the words "of the estate of" 
on the second line; and the name of the deccased, 
incompetent, or minor, together with the desig- 
nation "deceased", "incompetent", or "minor" 
(abbreviated) on the third line. 


(e) In the case of a receiver, trustee, liquidator, 
Or person acting in:a similar capacity, print 
the name of the payee in two lines. Print the 
name and title (abbreviated) of the receiver, 
trustee, Or liquidator, on the first line and 
the name of the bank or institution for which 
the receiver, trustee, or liquidator, is acting 
on the second line, 


(f) , In the case. of a. state, county, municipality, 
or agency thereof, print the name of such State, 
county, municipality or agency. 


(2) In the case of an agent, print the name of the 
principal for whom the agent is acting whether 
such principal be an individual, co-signer, 
partnership, or corporation. 


Obtain’ theventries for lines’ 1, 2) 3, 4, 5, 6 send 

8 for columns (e) and (i) from Section I, columns (e) 
to (i) of NCR-220 from the line on which such 
person's name has been entered. If entries have been 
mde sinpiteusic(f) andes (f)sor in items 2(f) and 

5(f) of Section I of NCR-225, obtain the entries for 
items 7(e) and -7(i) from items 4(e) and 4(i) of Sec- 
tion IV of NCGR~225; otherwise obtain such entries 
fron items 6(e) and 6(i) of Section IV of NCGR-225, 

If there is more than one type of tobacco, strike the 
entry in.column (a) in any one of the lines 1 to 7 
which will not be used, and enter the name of the second 


intries) for 
Section IVa 
of NCR-225A 


we 


ag Sai 


type of tobacco. .If the percentage entries in 
all columns of Section I of NCR-220 are the same, 
make no entries in columns (c) and (i) in lines 
1 to 8, inclusive, but enter such percentage in 
tent Ce nor 10C1)*. 


If the names of not more than two persons appear in 
Section I of NCR-220 and Form NCR-220A is attached, make 
entries in Section IV as follows: 


(1) Print the names of the persons whose names appear 
in Section I of NCR-220 (including the names of 
persons opposite whose names the letter NX eve 
been entered in column (a)) in the spaces provided 
therefor above the headings in columns (d), (e), 
(f), (g), and (h), (4), (3), (kx), respectively. 
The names of such persons shall be printed as set 
forth in Section I, item e, subparagraph (1) of 
this rant) Libs 


(2) Obtain the entries for items 1 to 8, inclusive.,. 
for columns (ad) and (e) and for columns (h) and 
(i) from the "total" line ‘on Form NCR-c20A for 
each crop in columns (5) and (4), or columns Ce 
and (6), respectively, in whichever columns the 
initials of such person appear, If there is more 
than one type of tobacco, strike the entry in 
column (a) in any one of the lines 1 to 7 whieh 
will not be used, and enter the name of the 
second type of tobacco, 


If the names of more than two persons appear in Section I 
of NCR-220 make entries in Sections I, II, and III of 
WCR-225 as hereinbefore set forth. Make no entries in 
Section IV of NCR-225 but in such cases make entries 

in Section IVa of- NCR-225A as follows: 


(1) Enter the State and county code and farm No, in the 
upper right-hand corner, Obtain such data from 
NCR-220. 


(2) Enter in the blank space above the headings in 
columns (b) and (c) above the word "Payment" the 
name of any crop or goal for which provision is 
not made in other columns. 


(3) Print on a separate line in column (a) the name of 
each person whose name has been entered in Section I, 
column (b) of NCR-220 (including the names of 
persons opposite whose names the letter "X" has been 
entered in column (a)), The names of such persons 
shall be printed as outlined in Section I, item e, 
subparagraph (1) of this Part Iil. 


NCRe226 


eection IIT 
of NCR+226 
from NCR+220 


Bae ty ae 


(4) Enter in column (d) opposite the name of each person, 

and.on the line on which the letter "D" appears, 

such person's percentage share in the wheat crop 
produced on the farm, Obtain this entry for each 
person from NCR-220A on the "total" line for wheat 
in the percentage column over which the initials 

of such person apyear, Obtain entries for columns 
(b)) {2),6 (0), and (j) in e similar manner. 


(5) Enter in column (d) opposite the name of each 
person, and on the line on which the letter "P" 
appears, the acreage share determined for such 
person with respect to the wheat crop produced on 
the farm, Obtain this entry for each person from 
NCR-220A on the "total" line for wheat in the acreage 
or unit share column over which the initials of such 
person appear. Obtain entries for columns (b), (f), 
(h), and (j) in a similar manner. When an NCR~225 
and NOR-225A, if any, have been prepared for an 
NCR-220 prepare Forms NCR-226 and NCR-227, 


If the serial number in Section I, column (a) of NCR-220 for 
@& person whose name is entered in column (b) thereof, is less 
than 7000, prepare NCH-226 for such person as follows: 


a. Enter the State and county code, the serial number and 
the farm No. in the upper right-hand corner, Obtain the 
State and county code and farm No, from the upper right- 
hand corner of NCR-220, Obtain the serial number from 
Section I, column (a) of NCR-220, to the left of the name 
of the person for whom NCR-226 is being prepared, Enter 
a check mark (V/) on NCR-220 immediately to the left of 
such serial number in column (a). 


be. Make entries in Section III as follows: 


(1) Enter in the spaces provided therefor in line 1l, 
the practice numbers of the soil—building practices 
carried out on the farm, Obtain such entries from 
Section III, column (c) of NCR-220. 


(2) Enter in line 12 in the spaces below the practice 
numbers in line 11, the number of units of each of 
such practices, Obtain such entries from Section 
III, column (e) of NCR-220. 


(3) Enter in the last blank space in line 12, the total 
number of soil-—building practice units carried out, 
Obtain this entry from Section III, item ll(e) of 
NCR-220. 


c. Make entries in Section IV as follows: 


Section IV 
of NCR-226 
from NCR-220 


Section II 
of NCR-226 
from NOR-225 


d. 


Make 


(2) 


(3) 


(4) 


(5) 


(6) 


(7) 


ic z 


If there is an entry in Section VII, column (>) S08 4 
NCR~220 on the line on which the initials of wae e 
applicant have been entered in column (a), print 
in item 3 the name and address of the assignee. 
Otherwise enter the word "none" in item a 


Obtain the entry for item 4 from Section VII, | 
column (ad) of NCR-220 on the line on which the | 
initials of the applicant have been entered, | 


Print in item 6 the name and address of the appli- 
cant. Obtain this data from Section I, columns (b) 
and (d) of NCR-220, In printing the name of any 
person, such name shall be printed in accordance 
with instructions contained in Section I, itemnme; 
subparagraph (1) of this Part III. 


entries for Section II as follows: 


If the word "Cotton' has been stricken from the 
heading of column (b) of NCR-Lc5, strike the word 
NGotton" in the heading of column (b) of NOR-226 
and insert in lieu thereof the name of the type 

of tobacco entered in the heading of column (b) 

of NCR-225. Enter in the blank space in the 
heading of column (c) the words appearing in the 
blank space in the heading of column (c) of NCR-2265. 


Enter in line 1, columns (b), (c), (4), Ce)y tem 
and (i) the entries in the corresponding columns 
of Section I, line 1 of NCR-225. 


Enter in line 2 ascolummoncU Amc). (a), Ce), ae 
(z), (i), and (j) the entries in, the corresponding 
columns of Section I, line 2 of NCR-cco. 


fnter an line. Ss wcolumes: (bp), (0), (e), (f£) Sama (zg) 
the entries in the corresponding columns of Sec—_ 
tion I, line 3 of NCR-2e5. 


Enter in line 4) columns: (b)4)(c)) (2) eee (ay 
(z), and (h) the entries in the corresponding 
columns of Section I, line 4 of NCR-225. 


Enter in-line. 5. columns (0) ,(0)— Gt) eee (2), 
the entries in the corresponding columns of Sec- 
tion I, line 5 of NCRe22s. 


Enter in line:6, columnen(b), (co), (0). (2) oa 

(zg), (h), and (j) the applicant's acreage or 

percentage share with respect to. each of the 
crops or goal, the names of which appear in the 

column headings. Enter the acreage share whenever 


section III 
of NCR+226 
from NCR-~225 


—SEEE——EeE= 


ba <a 


such entry is available and enter the percentage 
share when no acreage share is available. If 
no NCReccSA is attached, the acreage shares may 


be odtained from Section IV; column (d) or 


Make 


(1) 


column (h) and the percentage shares may be 
obtained from Section IV, column (e) or column 
(i) of NCR-225, If NCR-225A is attached the 
acreage shares may be obtained from NCR~c25A on 
the line on which the applicant's name appears 
Opposite the letter "P" and the percentage shares 
may be obtained from the line on which the 
applicant's name appears opposite the letter "D", 


entries in Section III as follows: 


Obtain the entry for iten ivfrom Sectroneli 
item 1(v) of NCR-225, 


Obtain the entry for item 2 from’ Section III, 
item 3(b) of NCR-225. 


Obtain the entry for item 3 from Section Iida; 
item 4(b) of NCR-225. 


Obtain the entry for item 4 fron Section is 
item 5(b) of NOR-225, 


Obtain the entry for item 5 from Section IIT, 
item 6(b) of NCR-225, 


Obtain the entry for item 6 from Section I of 
NCR-225 in the space above colunn (a), 


Obtain the entry for item 7 from Section I, 
item 10 (3) Of NCR-225. 


Obtain the entry for item 8 from Section II, 
Premed (bd) cof NOR OS. 


Obtain the entry for item 9 fron Section II, 
item 2(b) of NCR~225, 


If no NGR-225A is attached, obtain the entry for 
item 10 from Section IV, item 8(d) or 8(h) or if 

no unit shares are shown obtain the entry for 

item 10 from item 8(e) or item 8(i) of NCR~225, 

If NCR-225A is attached obtain the entry for item 
10 from column (j) of NCR-225A on the line opposite 
the letter "P" bearing the applicant's name, or 

if no unit shares are showm, obtain the entry for 
item 10 from column (j) of NCR-225A on He line 
opposite the letter "D", 


NCR-227 


Release to 


Review Clerk 


Review of 
Entries 


anli() eee 


If the serial nunber in Section I, column (a) of NCR-220 for 
a person whose name is entered in column (b) thereof is 
greater than 7000, prepare Form NCR-227 for such person as 
follows 


a. Enter the State and county code and the serial number 
and the farm number in, the upper right-hand corner. 
Obtain these data as set forth in the instructiens for 
preparation of NCRc26. 


b. Data with respect to Sections I, Thyvand Lil wilt be 
obtained in the same manner as set forth in these in- 
structions for obtaining such data for Sections Il; "2h 
and IV, respectively, of NCR-22s. 


Upon completion of the entry work in connection with all 
Forms NCR-220 and NCR-220A in the lot, sign and enter the 
date in the spaces provided therefor in Section III of 
NCR-224 and release the Forms NCR-220, NCR-2cOA, NCR-225, 
NCR-225A, NCR-226, NCR-227, and NGR-224 to a review clerk. 


II. Instructions to Review Clerks. 


ae 


Determine that Forms NCR-225, and where necessary, NCR-22ebA, 
and the proper number of Forms NCR-226 or NCR+-227 have been 
prepared for all Forms NCR-220 and NCR-220A in the lot. 


Verify the entry work with respect to serial numbers, appli- 
cant's acreage or percentage share, name and address of 
applicant, soil-building practices, and data with respect 

to assignments on each Form NCR-226, and NCR-227 against 


Forms NCR-220 or NCR-220A. 


Verify the State and county code, the farm No, and the 
names of applicants on each Form NCR-225 and NCR-225A 
against Forms NCR-220. 


Verify all basic data on the last Form NCR-226 or NCR-227 
prepared for each NCR-220 against such NCR-220. The last 
NCR-226 or NCR-227 prepared will be the NCR-226 or NCR-227 
bearing the same serial number which is entered in Section I, 
column (a) of NCR-220, opposite the name of the last person 
in such Section I of NCR-220, If the basic data on the last 
Form NCR-226 or NCR-227 prepared is found to be correct, 

it may be assumed that the basic data on the other forms 
prepared for the NCR-220 are correct. However, if any 
errors are found on the form last prepared, check all Forms 
NCR-225, NGR-226, NCR-227 prepared for the NCR-220. 


In verifying any entry on any form, the first copy of such 
form shall be used in order that poor carbon impressions may 
be noted and made legible. If an error is detected in con- 
nection with any form, correct such error and determine that 


Arrangement uae 
of Forms 

| 
Preparation aie 
of RF«203 


eon tae 


all copies on which such entry has been made have been 
corrected, 


After all review work has been completed, sign and enter the 
date in the spaces provided therefor in Section III of 
NCR-224 and release the lot to the person designated to 
release transmittals. 


III. Instructions for Release of Transmittals. 


After the entry work and review work have been completed in 
connection with all lots in a transmittal, the clerk desig- 
nated by the person in charge of the Entry Unit shall 
separate Forms NOR-220, NCR-220A, NOR-225, NCR-225A, NCR-226, 
and NCR-227 into three groups. The first group shall consist 
of Forms NCR-220 and NCR-220A; the second group shall consist 
of Forms NCR-225 and NCR-225A; and the third group shall 
consist of Forms NOR-226 and NCR-ce27, Arrange Forms NCR- 
220 and NCR-220A in farm No. order. Maintain the group of 
Forms NCR-225 and NCR-225A in the same farm No. order as 

the group of Forms NCR-226 and NCR-227 so as to facilitate 
the matching of such forms when the computations have been 
completed. Count the number of Forms NCR-226 and NCR-227 
prepared in connection with each lot and enter the total 
number of Forms NCR-226 and the total number of Forms NCR- 
227 in the spaces provided therefor in NCR-cc4, 


Prepare RF-203 in triplicate unless there are suspensions in 
any lot, in which case prepare such form in quadruplicate. 
Enter in the upper right-hand corner the State and county 
code, On the original check the boxes marked "Summaries of 
Performance", "Farm Computation Sheets", and "Applications 
for Payment" in the line beneath the title of the form. 
Enter the words "Statistics Section and Computation Unit" 
in the space following the words "Release to" unless there 
are suspensions in any lot, in which case enter the words 
"Statistics Section, Computation Unit, and Clearance Unies 
and enter the date in the second line beneath the title of 
the form, On the first copy of RF-203, check the box 
marked "Summaries of Perforinance" and on the second copy 
check the boxes marked "Farm Computation Sheets" and 
"Application for Payment" and on the third copy check the 
box marked "Summaries of Performance", Enter in column (a) 
the lot numbers of the lots in the transmittal and in 
column (b) the number of Forms NCR-220 (exclusive of sus- 
pensions) in each lot, Enter in column (c) the number of 
suspensions, if any, and in columns (da) to (g), inclusive, 
the farm Nos. of such suspensions. 


Release 
of Forms 


oy eyes 


Release the Forms NCR-220 and NCR-220A, together with the 
first copy of RF-203 to the Statistics Section. Obtain 
the signature of a designated representative of the Statis— 
tics Section on the original of RF-203, If there are any 
suspensions, release such suspensions together with the 
third copy of RF-203 ‘to the Clearance Unit and ebtain the 
signature of a representative of the Clearance Unit on 
the original of RF-203., Release NCR-224, the secend copy 
of RF-203, Forms NCR-225, NOR-ceodA, NCoR-226, and NCR-227 
to the Computation Unit. Obtain the signatures of the 
designated representative of the Computation Unit on the 
original RF-203, Forward such original RF-203 to the 
record clerk in the Records Unit. 


NCR-State 208 / ; Issued August 10, 1938, 


UNITED STATES DEPARTMENT OF AGRICULTURE © 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART IV, COMPUTATION UNIT - a 


Personnel | The personnel of the Computation Unit shall consist of 
computing clerks, review clerks, and record clerks. 


Negative Except as otherwise provided. herein, whenever a compu- 

Numbers. tation results in a. negative. number, enter zero (0) and not 
the negative number, For example, if 67,5 is to be subtracted 
from 46.5 enter zero, (0). and not. the negative number (223.0 0n 


Except as otherwise “provided heroin, all computations 
Fractions relative to-acres, acreage. shares, percentages, and amounts of 
money shall be carried’ to three decimal places and rounded to 
ie decimal places, If a computation results in a number which 
ntains more than three. decimal places, disregard all figures 
vee ita the third decimal place, In rounding numbers to two 
decimal places, fractions amounting to five thousandths (0,005) 
or less shall be dropped and fractions amounting to six 
thousandths (0,006) or more shall be considered as a hundredth 
of a unit, For example, if the result of a computation is 


(a) 8.4766, disregard the figure in the fourth decimal 
place (6) and enter 8,48, 


- (6) .8;4759. disregard the figure in the fourth decimal 
place (9) and enter 8.47, 


| - An.assignment in favor of an agency of the United States 

Assignments Government shall be considered a preferred assignment, Any 
assignment which is not a preferred assignment shall be con- 
sidered a regular. assignment. In case of doubt as to the 
character of an assignment refer the case to the person in 
charge of the Application for Payment Section for advice, 


The following shall be the order of priority in making 
set-offs:and assignments: 


eriority of 1. Indebtedness to tho AAA 

Set-Offs and ; 
Assignments a, Failure to distribute Cotton Price Adjustment 
Payments,, 


b, Overpayment under Agricultural Conservation 
> Program, 


c, Overpayment under Commodity Contract. 


J 
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d, Overpayment under Cotton Price Adjustment 
Program, ae 


2, Preferred assignments, 
3, Indebtedness. to other, governmental agencies. 


‘a, Indebtedness to agencies or bureaus of the 
‘United States Department of Agriculture other 
than the Agricultural Adjustment Administration, . . 


b Indebtedness to governmental agencies “or depart- 
ments other than the United States Department on 
Agriculture, — . ee ae thas 


4. Regular assignments, : 


:, [Tf arset-off is: to be made in favor of any 
governmental burcau other than a bureau of the 
. Department of Asriculture, proceed in the manner 
‘set forth in paragraph 6 of Section I or paragraph 
1 of Section II of this Part IV to the point where 
the amount of the indebtedness to such bureau is to 
be entered, Enter the name of such agency in the 
appropriate space but do not center any: amount, 
Make no further entries or computations in connection 
with NCR-226 or NCR-227A in such cases, The settle- 
ment of such cases will'be made by the General 
Accounting. Oniice, 


I, Instructions to Computing Clerks for Making Computation 
on NCR.225 and NCR-225A, 


1, Make computations with respect to Section I of 
NCR-225 as follows: 


a. Column (b) OO Ueon: 


Section I (1) Obtain 6(b) by multiplying 3(b) by 1.25. 

of NCR-225 - io ie | 

(2) Enter in 7(b) for cotton the smaller of 
2(b) and 6(b) wnless "flood" or "drought" - 
is entered in 5(b), If 5(b) contains one 
of such entries, transfer 2(b) to (bv), 


(3) Obtain 8(b) for cotton by multiplying 4(b) 
by $0,024, Obtain 8(b) for Burley or dark 
air-cured tobacco by multiplying 4(b) by 
the applicable rate, The applicable rates 
are Burley $0,005, dark air-cured $0,0153, 


(4) Obtain 9(b) for cotton by multiplying 7(b) 
by 8(b), Obtain 9(b) for Burley or dark 
air-curced tobacco by multiplying 2(b) by 8(b). 


evry ite 
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(6) 


(7) 


t 
cr 
t 


Obtain 10(b) by subtracting from 1(b) the 
entry in 2(b), 


Obtain 11(b) for cotton by multiplying 4(d) 
by $0.05, Obtain 11(d) for Burley or dark 
air-cured tobacco as follows: For Burley 
multiply 8(b) by 10.0 and for dark air-cured 
multiply 8(b) by 5,0. 


Obtain 12(b) by multiplying 10(b) by 11(b). 


Column (c) - Tobacco 


(1) 


(2) 
(3) 


(4) 


(5) 


Obtain the entry for 8(c) as follows: If 
"Burley" has been entered at the top of 
column (c), multiply 4(c) by $0,005, If 
"dark air-cured" has been entered at the 

top of column (c), multiply 4(c) by $0,0153, 


Obtain 9(c) by multiplying 2(c) by 8(c). 


Obtain 10(c) by subtracting from 1(c) the 
entry in 2(c). 


Obtain 1l(c) as follows: If "Burley" is 
entered at the top of column (c), multiply 
8(c) by 10,0. If "dark air-cured" is 
entered at the top of column (c), multiply 
8(c) byb 59. 


Obtain .12(c) by multiplying 10(c) by 11 (c), 


Column (d) -~ Cigar Filler and Binder Tobacco 


Gp) 
(2) 


(3) 
(4) 
(5) 


(6) 
(7) 


Obtain 6(d) by multiplying 3(d) by 1,25 
Enter in 7(d) the smaller of 2(d) and 6(d) 
unless "flood", "drought", or "plant bed 
diseasc" is enterod in 5(da), If 5(d) con- 
tains one of such entries, transfer 2(d) 
baa: 

Obtain 8(d) by multiplying 4(a) by $0,01 
Obtain 9(d) by multiplying 7(da) by 8(d), 


Obtain 10(d) by subtracting from 1(d), the 
entry in 2(d), 


Obtain 11(d) by multiplying 8(da) by 10,0 


Obtain 12(d) by multiplying 10(da) by 11(4). 


Column (e) - Potatoes 


e, Column (f) - Wheat 


) 


aA 


(1) 


(2) 


(3) 


(4) 


(5) 
(6) 


(2) 


(3) 
(4) 
(5) 


be 
re eed 
— 4 _ cm 


“Enter in 7(e) the smaller of 2(e) and 3(e), £ 


Obtain 8(e) by multiplying 4(e) by the rate 
entered at the top of column (e) immediately 
below the column heading, 

Obtain 9(e) by multiplying 7(e) by 8(e). 


Obtain 10(e) by subtracting from 1(e) the 
larger of 2(e) and 3,0 ; 


Obtain 11(e) by multiplying 8(e) by 10,0 


Obtain 12(e) by multiplying 10(e) by 11(e). 


Obtain 6(f) by multiplying 3(f) by 1,25 
Enter in 7(f) the smaller of 2(f) and 6(f) 
unless "flood" or "drought" is entered in 
5(f). If 5(f) contains one of such entries, 
transfer 2(f) to 7(f). 

Obtain 8(f) by multiplying 4(f) by $0.12 


Obtain 9(f) by multiplying 7(f) by 8(f). 


No entry should be made in 12(f) at this time, 


Column (2) - Corn 


er) 
(2) 


(3) 
(4) 
(5) 


(6) 
(7) 


Obtain 6(g) by multiplying 3(g) by 1.25 
Enter in 7(g) the smaller of 2(g) and 6(g) 
unless. "flood" or "drought" is entered in 
5(g). If 5(g) contains one of such entries 
transfer 2(z) to 7(z). 

Obtain 8(g) by multiplying 4(g) by $0.10 
Obtain 9(g) by multiplying 7(g) by 8(g). 


Obtain 10(g) by subtracting from 1(g) the 
entry in 2(g) 


Obtain 11(g) by multiplying 8(g) by 5,0 


Obtain 12(g) by multiplying 10(g) by 110 


Section II 
of NCR-~225 


ge, Column (h) — General 


(1) 


(2) 
(3) 


(4). 


Obtain 7(h) by subtracting from 2(i) the 
sum of 7(d),7(e), 7(f), 7(g), the acroexe 
planted to sugar beets in 1928, 125% of 
7b); and 125%!of 2(¢), 

Obtain 8(h) by multiplying 4(h) by $1.25 
Obtain 9(h) by multiplying 7(h) by 8(h) 


No - entry sghould.be made in 12(h) at this time. 


he -Column (4) - Total. 


(1). 


(2) <0 


(3) 


Obtain 10(4) by subtracting from 1(i), the 
-gum-of 2(i), 10¢b), 10(c), 10(d), ee). 


ond 20%8).. 


‘Obtain 11(i) by’ Berti nieine 8(h) by 5.0 
unless there is an entry other than zero in 


Q(f), If there is an entry in 9(f) other 


than zero, obtain 11(i) by multiplying 


S(f) by 5.0. 


Obtain 12(i) by multiplying 10(i) by 11(i). 


i, Column (3) -— Restoration Land 


(1) 
(2) 


Obtain 9(3) by multiplying 2(j) by 8(j). 


Obtain 12(3) by multiplying 10(3) by 11(3). 


Make computations with respect to Section II of NCR-225 
as follows: 


a, Column (b) - Acres or Percent 


(1) 


Obtain 5(b) by dividing 9(f) of Section I 
by the sum of 9(f) and 9(h) of Section I, 


Obtain 6(b) by dividing 9(h) of Section I 
by the-sum of 9(f) and 9(h) of Section I. 


dD. Column Ce) 2 ee tee of Deduction 


() 


(2) 


Obtain 1(c) by maltiplying 1(b) by $1,00 


Obtain 2(c) by Pali iolei ne 2(b) by $3,00 


section III 
of NCR-225 


(8) 


~ Ga 


Enter in 3(¢). the amount entered in Section 
ty istry, oe 


Obtain 4(c) by adding l(c), 2(c), and 3(c), 


Obtain 5(c) by multiplying 4(c) by the 


percentage in 5(b), 


Obtain 6(c) by multiplying 4(c) by the 
percentage in 6(b),. 


Determine that 4(c) is equal to 5(c) plus 
6(c),. If the sum of the entries in 5(c) 
and 6(c) does not equal the entry in 4(c) 
due to rounding of fractions, correct the 
larger of.the entries in 5(c) and 6(c) so 
that the total is equal to 4(c). 


Upon determination of the correct entries 


for 5(c) and 6(c), transfer the entry in 
5(c) of Section II to 12(f) of Section I, 
and the entry in 6(c) of Section II to 
12(h) of Section I, 


Make computations with respect to Section III of 
NCR-225 as follows: 


a, Obtain 2(b) by subtracting from 1(b) the entry 
in: Section 1, item. oc), 


b. Column (c) — Amount 


Gy) 
(2) 


Obtain 2(c) by multiplying 2(b) by $0.50 
Obtain 3(c) by multiplying 3(b) by $1.50 
Obtain 4(c) by multiplying 4(b) by $2.00 
Obtain 5(c) by multiplying 5(b) by $0;02 


Obtain 6(c) by multiplying 6(b) by $1.00 


‘Enter in 7(c) the sum of the entries in 


2(c) to 6(c), inclusive, 
Obtain 8(c) by multiplying 8(b) by $1.50 


Enter in 9(c) the smaller of 7(c) and 8(c), 


Section IV 
of NCR-225 


‘) 


<p tlie 


4, Make computations with respect to Section IV of 
NCR-225 as follows: 


a, 


Column (b) - Net Payment 


(1) Obtain 1(b) by subtracting from Section 
I, 9(b) the entry in Section I, 12(b). 


(2) 


(3) 


(4) 


Obtain 2(b) by 


subtracting from Section I, 


9(c) the entry in Section I, 12(c). 


(a) If there are no entries in column (c) 
of Section I and column (d) has been 


computed, 


obtain the entry for 2(b) 


of Section IV by subtracting from Section 
I, 9(d) the entry in Section I, 12(4). 


(vo) If there is more than one type of 
tobacco, enter the data with respect 
to the second type of tobacco on the 
line on which the name of such type 
of tobacco appears in column (a), 


Obtain 3(b) by 
9(c) the entry 


Obtain 4(b) by 
9(f) the entry 


Obtain 5(b) by 
9(g) the entry 


Obtain 6(b) by 
9(h) the entry 


Obtain 7(b) by 
9(j) the entry 


subtracting from Section I, 
in Section I, 12(e). 


subtracting from Section I, 
in Section I, 12(f). 


subtracting from Section I, 
inesecvion 1; 12(¢g). 


subtracting from Section I, 
dnaSection I, 12(h). 


subtracting from Section I, 
in Section I, 12(j). 


Enter in 8(b) the entry from Section III, 


9(c), 


Enter in 9(b) the sum of the entries in 1(b) 
to 8(b), inclusive. 


Column (c) —- Net Deduction 


(1) 


(2) 


Obtain l(c) by 


subtracting from Section I, 


12(b) the entry in Section I, 9(b). 


Obtain 2(c) by 


subtracting from Section I, 


12(c) the entry in Section I, 9c). 


(3) 


(4) 


(5) 


(6) 


(7) 


(8) 


ae Omer 


(a) If there are no entries in colum (c) 
of Section I, and column (d) has been 
computed, obtain the entry for 2(c) 
of Section IV by subtracting from 
Section I, 12(d) the entry in Section 
L, Stays 


Obtain 3(c) by subtracting from Section I, 
12(e) the entry in Section I, 9(e). 


Obtain 4(c) by subtracting from Section bee 
12(f) the entry in Section I, 9(f). 


Obtain 5(c) by subtracting from Section Ie 
12(g) the entry in Section I, 9(g). 


Obtain 6(c) by subtracting from Section I, 
12(h) the entry in Section I, 9(h). 


Obtain 7(c) by subtracting from Section I, 
12(j) the entry in Section I, 9(j). 


Entcr in 9(c) the sum of the entries in 1(c) 
to 7c), inclusive, 


c, Items 10(b) and 10(c) 


d. 


a 


(2) 


Obtain 10(b) by subtracting from 9(b) the 
entry in 9(c). 


Obtain 10(c) by subtracting from 9(c) the 
entry in 9(b), 


Payments to individual applicants. 


(1) 


(2) 


Obtain 1(f) by multiplying 1(b) by the 
percentage entered in l(e). 


Obtain 1(g) by multiplying 1(c) by the 
percentage entered in 1 ce). 


Obtain 1(j) by multiplying 1(b) by the 
percentage entered in Laie 


Obtain 1(k) by multiplying 1(c) by the 
percentage entered in UGE 


Obtain the entrics for lines 2 to 7, 
inclusive, in columns (f), (g), Cys 
and (k) in the same manner as that 
employed in obtaining the entries for 
line 1, 


RE AS 


_ 


(6) 
(7) 


(8) 


(9) 
(10) 
(11) 
(12) 


(13) 


(14) 
(15) 
(16) 
(17) 


(18) 


Sages 


Obtain 8(f) by multiplying 8(b) by the 
percentage entered in 8(c). 


Obtain 8(3) by multiplying 8(b) by the 
percentage entered in 8(i). 


Obtain the entries for line 9, columns (f), 
(g), (j), and (k) by adding the entries on 
lines 1 to 8, inclusive, for each of such 
columns, 


Obtain 10(f) by subtracting from 9(f) the 
entry in 9(g). 


Obtain 10(g) by subtracting from 9(g) the 
entry in 9(f). 


Obtain 10(3) by subtracting from 9(j) the 
entry in 9(k). 


Obtain 10(k) by subtracting from 9(k) the 
entry in 9(j). 


If the division of payments with respect to 

a farm is tho same for all crops and soil- 
building practices, there will be no per- 
centage entrics in columns (c) and (i) 

except on line 10, In such casos it will 

not be necessary to obtain entries for lines 
1 to 9, inclusive, in colums Ch). Gz) 5 ple 
and (k), and the computations with respect 

to such columns ncod only be made for line 10, 
Obtain 10(f) and 10(3) by multiplying 10(b) 
by 10(e) and 10(i), respectively, and obtain 
10(z) and 10(k) by multiplying 10(c) by 10(c) 
and 10(i), respectively. 


Obtain 11(f) by subtracting from 10(f) the 
entry in 10(k). 


Obtain 11(g) by subtracting from 10(g) the 
entry in 10(3). 


Obtain 11(j) by subtracting from 10(j) the 
entry in 16(z): 


Obtain 11(k) by subtracting from 10(k) the 


entry in TOs 


Obtain the ontries for 12(f) and 12(j) from 
the tablo of payment increasos given on the 
last page of this Part IV. 


re ae) es 


(19) Enter in 13(f) the sum of the entries 
in 11(f) and 12(f). 


(20) Enter in 13 (40 the sum of the entries 
in 11(j) and 12(3). 


5, Make computations with respect to Section IVa of 
NCR-225A as follows: 


section IVa a, Compute’ the entries to be made under the words 
of NCR-225A , "Payment" and "Deduction" above columns (b) to 
(k), inclusive, as follows: 


(1) Obtain the entry for "Payment" above 
columns (b) and (c) by subtracting from 
Section I, line 9 (column (b), (c), (aye 

or (e), whichever is applicable) of 
“NCR-225, the entry on line 12 of such 
column, 


(2) Obtain the entry for "Deduction" above 
columns (b) and (c) by subtracting from 
Section I, line 12, (column (bd), Cane 
(d), or (e), whichever is applicable) 
of NCR-225, the entry on line 9 of such column, 


(3) Obtain the entry for "Payment" above columns 
(da) and (e) by subtracting from Section I, 
9(f) of NCR-225 the entry in 12(f). 


(4) Obtain the entry for "Deduction" above 
columns (a) and (e) by subtracting from 
Section I, 12(f) of NCR-225 the entry in 9(f)E 


(5) Obtain the entry for "Payment" above columns 
(f) and (g) by subtracting from Section I, 
9(e¢) of NCR-225 the entry in 12(g). 


(6) Obtain the entry for "Deduction" above 
columns (f) and (zg) by subtracting from 
Section I, 12(g) of NCR-225 the entry in 
9(2). | 


(7) Obtain the entry for "Payment" above columns 
(nh) and (i) by subtracting from Section I, 
9(h). of NCR-225 the entry in 12(h). 


(8) Obtain the entry for "Deduction" above columns 
(h) and (i) by subtracting from Section 1, 
12(h) of NCR-225 the entry in 9(h). 


(9) Obtain the entry for "Paymont" above colums | 
(3) and (k) from Section III, 9(c) of NCR-225, 


b, 


Cc. 


-~ ll » 


Column headings - (1), (m), (n), and (0). 


(1) 


(2) 


(3) 


(4) 


Enter in the heading of column (1) the 
total payment for the farm which is the 
sum of all "Payment" entries above 
columns (b) to (k), inclusive. 


Enter in the heading of column (m) the 
total deductions for the farm which is 
the sum of all "Deduction" entries above 
columns (b) to (i), inclusive, 


Obtain the entry to be made in the heading 

of column (n) by subtracting from the entry 
in the heading of column (1), the entry in 

the heading of column (m). 


Obtain the entry to be made in the heading 
of column (0) by subtracting from the entry 
in the heading of column (m) the entry in 
the heading of column (1). 


Compute the payment data for each applicant 
listed on NCR-~225A as follows: 


Ci) 


(2) 


(3) 


(4) 


Obtain the entry for column (c), line "P" 

for each applicant by multiplying the entry 
in column (b) on line "D" by the payment in 
the heading of columns (b) and (c), Obtain 
the entry for column (c), line "D" for cach 
applicant by multiplying the entry in column 
(b) on linc "D" by the deduction in the head- 
ing of columns (b) and (c). 


The computation of the entries for columns 
(e), (zg), Gy) Senne (k) will be made in the 
same manner as indicated above for column 
(c) for each applicant listed in column (a) 
of NCR-225A, 


Enter in column (1) for each applicant the 
sum of tho payment entrics in columns (c), 
(e), (ge), (i), and (k) for such applicant, 


Enter in column (m) for each applicant the — 
sum of the deduction entries in columns (c), 
Vays (z), and (i) for such applicant, 


If a zero has been entered in the heading of 
column (n), make no entries in column (n). 
Likewise, if the entry in the heading of 

column (o) is zero, make no entries in column (0). 


Se 


Obtain the entries for the proper column (n) 
or (0) as follows: 


(1) Obtain the entry for each applicant in 
column (n) by subtracting from the entry 
in column (1) the entry in column (m). 


(2) Obtain the entry for eaeh applicant in 
column (0) by subtracting from the entry 
in column (m) the entry in colum (1). 


After all individual entries have been made in 
column (n) or (0), obtain the total of all entries 
in such column and enter the total in the space 
provided at the bottom of the column, 


Divide the amount in the heading of column (n) 
or (o) by the total of such column and enter the 
factor so obtained in the space provided in the 
heading of column (p). 


Multiply each entry in column (n) or column (0), 
whichever is applicable, by the factor entered 
in the heading of column (p), If colum (n) is 
used, enter the result in column (p) on the line 
for payment as indicated by the letter "P", If 
column (0) is used, enter the result in column 
(p) on the line for deductions as indicated by 
thea letters De 


Obtain the total of column (p) and verify such 
total by comparing with the entry in the heading 
of column (n) or column (0), whichever is applicable, 


If the entries for column (p) were obtained by 
applying the factor to the entries in column (oo 
maze no entries in columns (q) and (r). 


If the entries for column (p) were obtained by 
applying the factor to the entries in column (n), 


center in column (q) for each applicant the amount 
of the increase in payment as specified in the table 


to be found on the last page of this Part IV, and 
enter in column (r) the sum of the entries in 
column (p) and column (q). 


Upon completion of all of the computations in con- 
nection with all Forms NCR-225 and NCR-225A in the 
lot, initial and enter the date in the spaces provided 
therefor in Section III, item 7 of NCR-224 and release 
the Forms NCR-225, NCR-225A, and NCR-224 to a review 
clerk, . 


ns cee bees min 


. | 2 ite? Si aeee 


Pie 


Computation of 
Forms NCR-226 


No Assignment 
and No Set-—Off 


Assignment and 
No Set-Off 


Set-Off and No 
Assignment 


Set-Off and 
Regular Assignment 


»- 13 - , 


6, Computation of Net Payments to Applicants. 


a, Upon receipt of a lot of Forms NCR-226 from the 


Ce 


record clerk in the Computation Unit, proceed as 
follows: 


(1) Obtain the county association expense factor 
to be used by deducting from 100 percent the 
rate of deduction for county association ex— 
penses, Enter such factor at the top of the 
transmittal sheet, Form NCR-224, immediately 
above the title of the form. 


(2) Multiply the entry in Section IV, item 1 of 
each NCR-226 in the lot by the county associa~ 
tion expense factor obtained under subparagraph 
(1), supra, and enter the result in Section 
Vig a poll. 


If there are no assignments and no set-offs against 
the applicant's payment, transfer the amount in 
item 2 to item 7, 


If there are no set-offs against the applicant's 
payment and the name of an assignee has been 
entered in item 3, proceed as follows: 


(1) Enter in item 5 the smaller of items 2 and 4, 


(2) Obtain item 7 by subtracting from item 2 the 
entry in item 5, 


If there is a set-off to be made from the appli- 
cant's payment and there is no assignment, pro- 
ceed as follows: 


(1) Delete the words "Name and address of assignee" 
in item 3 and enter therein the name of the 
governmental agency to whom the applicant is 
indebted, For example, "Indebted to AAA", 
"Indobted to FSA", etc, Do not delete the 
word "none" in item 3, 


(2) Enter in item 4 the amount of the indebtedness, 
(3) Enter in item 5 the smaller of items 2 and 4, 


(4) Obtain item 7 by subtracting from item 2 the 
entry in item 5, 


If there is a set-off to be made from the appli- 
cant's payment and the name of a regular assignee 
has been entered in item 3, proceed as foLiowss 


ray ah Ss 


(1) Enter in item 3 immediately above the 
words "Name and address of assignee" the . 
name of the governmental agency to whom 
the applicant is indebted as indicated 
in paragraph d(1), supra, and enter in 
the columi'to the right thereof the amount 
of such indebtedness if such amount does 
not exceed the amount in item 2, If the 
amount of the indebtedness exceeds the 
amount in item 2, enter only the amount 
shown in item 2, 


(2) Subtract the amount so entered from the 
amount entered in item 2 and enter the 
result immediately below the amount of 
the governmental indebtcdness, 


(3) Enter in item 5 the smaller of item 4 and 
the result obtained under subparagraph (2), 
supra, 


(4) Obtain item 7 by subtracting from the amount 
obtained under subparagraph (2)eus ee the 
entry in item 5. 


Set-Off and Pre- f, If there is a set-off to be made against the 

ferred Assignment — applicant's payment and a preferred assignment, 
determine which has priority. (The priority 
of set-offs and assignments is set forth at 
the beginning of this Part IV.) Proceed as 
follows s$ 


(1) bile uthe set-off has priority over the 
assignment, proceed as set forth in 


paragraph e, supra, 


(2) If the preferred assignment has priority 
over the set-off, proceed as follows: 


(a) Enter in item 5 the smaller of items 2 
and 4, 


(b) If item 5 is less than item 2, enter 
in item 6 immediately above the words 
"Name and address of applicant", the 
name of the governmental agency to 
whom the applicant is indebted and 
enter immediately to the right thereof 
the smaller of the following: 


Two Set-Offs 
and No Assignment 


HIVE 


Section. V 
of NCR-227A 


No Set-Off and 
No Assignment 


oka a) ane 


- (a1) “The amount of the governmental 
‘- °* dndebtedness 


(a-2) The difference between item 2 
and item 5, 


(c) Obtain item 7 by subtracting from item 
2 the sum of items 5 and 6, 


ge, If there are two set-offs to be made against 
the applicant's payment, and there is no 
assignment, proceed in the manner set forth 
under paragraph f, supra, 


h, If there are complex cases which are not 
covered specifically by these instructions, 
refer such cases to the Director of the 
North Central Division for further instructions, 


i, Upon completion of the computations in connection 


with all Forms NCR-226 in a lot, initial and enter 


the date in Section III, item 7 of NCR-224, 


Instructions to Computing Clerks for Making Computations 
on NCRe2ec7A, 


Make computations with respect to Section Von 
NCR-227A, as follows: 


a, Summary of Payment Data. 


(1) Enter in 1(b) the sum of the entries in 
column Gro). 


(2) Enter in 1(c) the sum of the entries in 
column Coys 


(3) Obtain 2(c) by subtracting from 1(c) the 
entry in 1(b). 


(4) Obtain 3(c) by multiplying 2(c) by 100 
percent minus the rate of deduction 
for county association expenses. 


b, If there is no set-off to be made with respect 
to a person's payment and no assignees are 
listed in column (g) of NCR-227A, proceed as 


follows: 


(1) Enter in 7(h) the entry in 3(c),. 


AAA Set-Off and 
No Assignments 


Two Set-Offs and ~ 
No Assignments _ 


a 16 4 


If there 1s a set-off to be made in favor of 
the Agricultural Adjustment Administration 
with respect to a person's payment but no 
assignees are listed in column (g) of NCR-227A, 


' proceed as~ follows: 


(co, Rnter in 4(c) the amount of the indebted- 


ness and enter in the space to the right 
thereof the words "Indebted to AAA." 


(2) If the amount in 4(c) is less than the 
amount in 3(c), subtract the entry in 4(c) 
from 3(c) and enter the difference in 5(c) 
pas in 7(h), Enter in 4(h) the amount in 
4(c), 


(3) If the amount in 4(c) is larger than BAG. 
enter in 4(h) the amount in 3(c) and enter 
zero in 5(c) and in 7(h). 


If there is a sct-off to be made in favor of the 
AAA and another governmental agency and no assign 
ments, proceed as follows: 


(1) Enter in 4(c) the amount of the indebtedness 
to the AAA, and enter in the space to the 
right thereof the words "Indebted to AAA," 


(a) If the amount in 4(c) is greater than 
the amount in 3(c), enter in 4(h) the 
amount in 3(c) and enter zero in 5(c) 
and 7(h) and disregard the indebtedness 
to the other governmental agency, 


(vo) If the amount in 4(c) is less than the 
. amount in 3(c) 


(a-1) Obtain 5(c) by subtracting from 
3(c) the entry in 4(c). 


(a-2) Enter in 4(h) the entry in 4(c). 


(a~3)..:Enter in 6(c) the indebtedness 
"-  -" to the other governmental agency 
and enter in the space to the 
'. right thereof the words "Indebted 
to AAA", "Indebted to FSA", etc, 


(a-4) If the amomt in 6(c) is larger 
than the amount in 5(c), enter 
in 6(h) the amount in 5(c) and 
enter zero in 7(c) and 7(h). 


\ (a-5) If the amount in 6(c) is less than 
* ae " the amount in 5(c), enter in 6(h) 
’ the amount in 6(c) and obtain 7(¢) 
and 7(h) by subtracting from 5(c) 
| age the entry in 6(c). 


| AAA Set-Off and e, If there is a set-off to be made in favor of the 


Preferred Assign- AAA and one or more preferred assignments but no 
ments '| regular assignments, proceed as follows: 


(1) Enter in 4(c) the amount of the indebtedness 
to the AAA and enter in the space to the 
right thereof the words "Indebted to AAA," 


(2) If the amount in 4(c) is larger than the 
amount in 3(c) 


eee BS 


(a) Enter in 4(h) the entry in 3(c). 


(>) Enter zero in 5(c) and 7(h). 


(c) Enter zero in column (h) on the line 
on which the name of each assignee is 
indicated, 


| (3) If the entry in 4(c) is smaller than the 
entry in 3(c) 


(2) Enter in 4(h) the entry in 4(c) 


(b) Obtain 5(c) by subtracting from 3(c) 
the entry in 4(c) 


(c) Obtain the ontries for colum (d) for 
each line on which the namo of an 
assignee appears by multiplying the 
entry in column (c) on such line by 
100’ percent minus the rate of deduction 
for county association expenses, 


(a) Enter in column (f) the smaller of the 
entries in columns (d) and (e). 


(e) Enter in 1(f) the total of the entries 
in column (f), 


(f) If 5(c) is greater than Tg) 


(a~1) Transfer all entries in column 
(f) to the same line in column (h). 


(a-2) Enter in 1(h) the total of the 
entries above the "Total" line 
in column (h). 


i is a 


(aa) Obtain 7(h) by subtracting 
from 5(c) the entry in 1(h). 


(g) If the amount in 5(c) is less than the 
amount in 1(f) 


(a-1) Divide 5(c) by 1(f) and enter 
the factor so obtained (carried — 
to three decimal places). above © 
the heading of column (h), 


(a-2) Obtain the entries for colum (h) 


by multiplying the entries in 3 
column (f) by the factor obtained rf 
under (aL), supra. y 
‘ pee i 
(a~3) Enter in 1(h) the total of the 
entries in column Gayle 
(a-4) Enter zero in 7(h), 
AAA Set-Off and f,. If there is a set-off to be made in favor of the 
Regular Assign- AAA and one or more regular assignments but no 
ments preferred assignments, proceed as set forth #4 
paragraph (ce), supra. 
Other Than AAA eg. If there is a set-off to be made in favor of a 
Set-Off and Pre- governmental agency other than the AAA and one 
ferred Assignments or more preferred assignments but no regular 
assignments, proceed as follows: | 
(1) Obtain the entries for column (d) for each 
line on which the name of an assignee appears . 
by multiplying the entry in column (c) on | 
such line by 100 percent minus the rate of ; 
deduction for county association expenses. | 
(2) Enter in column (f) the smaller of the entries | 
in columns (a) and (e). | 
(3) Enter in 1(f) the total of the entrics in t 
column (f). 
(4) If 1(f) is less than 3(c) i 
(a) Transfer the entries from column (f) | 
to column (h). 
(b) Enter in 1(h) the total of the entries | 
in column (h), | 
(c) Enter in 4(c) the entry in 1(h) and | 
enter in the space to the right thereof 


the words "Preferred Assignments," 


oo . — —— ———— 


Other Than AAA ie 
Sete@ff and Regular 
Assignments 

Preferred and » he 


Regular Assignments 


ow 


(ad) Obtain 5(c) by subtracting from 3(c) 
the entry in 4(c), 


(e) Enter in 6(c) the amount of the indebted- 
ness to the governmental agency and enter 
in the space to the right thereof the 
words "Indebted to FSA", etc, 


(f) Enter in 6(h) the smaller of 5(c) and 
6(c). 


(zg) Obtain 7(c) and 7(h) by subtracting 
from 5(c) the entry in 6(c), 


(5) If 1(f) is greater than 3(c) 


(a) Divide 3(c) by 1(f), and enter the 
factor so obtained (carried to three 
decimal places) above the heading of 
column (h), 


(b) Obtain the entries for column (h) by 
multiplying the entries in colum (f) 
by the factor obtainod under sub- 
paragraph (a), supra. 


(c) Enter zero in 7(h) and disregard the 
indebtedness to the other governmental 
agency, 


If there is a set-off to be made in favor of a 
governmental agency other than the AAA and one 
or more regular assignments but no preforrod 

assignments, proceed as set forth in paragraph 


6, supra, 


If there are one or more preferred assignments 
and one or more regular assignments 


(1) Obtain the entries for column (da) for pre- 
ferred assignees by multiplying the entries 
in column (c) for such assignees by 100 per~ 
cent minus tho rate of deduction for county 
association expenses, 


(2) Enter in column (f) for preferred assignees 
the smaller of the entrios in columns (d) 
and (e), 


(3) Enter in 1(f) the total of the entries in 
column (f) for preferred assignees, 


- <0 -~ 


(4) If 1(f) is greater than 3(c) 


(a) Divide 3(c) by 1(f) and enter the 
factor so obtained (carried to three 
decimal places) above the heading of 
column (h). 


(b) Obtain the entries for column (h) 
for preferred assignees by multiply- 
ing the entries in column (f) by the 
factor obtained under subparagraph (a), 


supra, 


(c) Enter zero in column (nh) for all 
regular assignees, 


(a) Enter zero in 7(h). 
(5) If 1(f) is less than 3(c) 


(a) Circle all entries in column (f) for 
preferred assignees, 


(b) Transfer all circled entries in 
column (f) to the same line of 
column (h), 


(c) Obtain the entries for column (d) for 
regular assignees by multiplying the 
entries in colum (c) for such assignees 
by 100% minus the rate of deduction for, | 
county association expenses. . 


(a) Enter in column (f) tho smaller of the 
entries in columns (a) and (e) for 
regular assignees, Do not circle such 
entries, 


(c) Enter in the space immediately to the 
right of 1(f) the total of the 
uneneireled entries in colum (f)8 


(¢) Enter in 4(c) the entry in 1(f) and 
enter in tho space to the right thercof 
the words "Preferred Assignments." 


(g) Obtain 5(c) by subtracting from 3(c) the 
entry in 4(c). 


(hn) If 5(c) is greater than the entry to 
the right of 1(f) 


Special Cases 


In Ly 


~ “Review of Forms 
NCR~225 and 
NCR-225A 


bare 21 ‘aati 


(a~1) Transfer to column (h) the 
unencircled entries in column (f), 


(a-2) Enter in 1(h) the total of the 
entries in column (h), 


(a-~3) Obtain 7(h) by subtracting from 
3(c) the entry in 1(h). 


(i) If 5{c) is less than the entry to the 
right of 1(f) 


(a~1) Divide 5(c) by the entry to the 
right of 1(f) and enter the 
factor so obtained (carried to 
three decimal places) above the 
heading of column (h), 


(a-2) Obtain the entries for column (h) 
for rezulnor assignees by multiply- 
ing the unencircled entries in ~ 
colum (f) by the factor obtained 
under subparagraph (a-1), supra. 


(a3) Enter zero in 7(h). 


j. If there are complex cases which are not specifically 
covered by these instructions, refer such cases 
to the Director of the North Central Division for 
further instructions, 


Instructions to Review Clerks, 


In making corrections, draw a line through the 
incorrect entry and insert the correct entry in the 
nearest available space, If a large number of crrors 
is found, refer the form or forms to the person in 
charge of the Computation Unit so that a new form may 
be prepared, 


1, Upon receipt of a lot containing Forms NCR-c25 and 
NCRe225A, verify the computations on all Forms 
NcR-225 and NCR-225A, following the instructions 
to computing clerks set forth in Sections I and II 
of this Part IV, except as follows: 


a, When checking Section IV, columns (b) and (c) 
of NCR-225, or the amounts in the headings of 
Section IVa of NCR-225A, add all entries on 
line 9 of Section I and add all entries on line 
12 of Section I and obtain the difference between 
such totals, 


- 0c) 


(1) If the sum of the entries on line 9 is 
Jarger than the sum of the entries on 
line 12, the difference should agree with 
the entry in Section IV, 10(b) or with the 
entry in Section IVa in the heading of 
column (n), 


(2) If the sum of the entries on Ting 12 Le 
larger than the sum of the entries on line 
O, tne differences should agree with the 
entry in Section IV, 10(c) or with the 
entry in Section IVa in the heading of 
column (0). 


After the review of the computations for all Forms 
NCR-225 and WCR-825A in a lot has beon completed, 
a sheet of paper should be fastened securely to 
NCR-224 showing: 


Oo 


.. The total number of Forms NCR-225 in the Lote 


b, The total increased payments for the lot obtained 
by adding items 13(f) and 13(4) for all Forms 
NCR-225 and all amounts in column (r) for all 
Forms NCR-225A in the lot. 


c, The total adjusted deductions for the lot ob-= 
tained by adding items 11(z) and 11(k) for all 
Forms NCR-225 and the amounts in the heading 
of column (0) for all Forms NOR-2254 in the lot. 


a, The initials of the reviow clerk who prepared such 
summary of payments and deductions, 


Upon completion of the roview of Forms NCR-225 and 
NCR-2254, sign and entcr the date in the spaces pro= 
vided therefor in Section III, item 8 of NCR-224 and 
release the lot to the record clork in the Computation 
Unit. 


Upon receipt of a lot containing Forms NCR-226, 
verify the computations following the instructions 
to computing clorks set forth in Section I of this 
Parte wy., 


Upon receipt of Forms NCR-227A, verify the computa 


‘tions following the instructions to computing clerks 


set forth iveSectiion Il of this Part IV. tiniveriz7e 
ing the factor above the heading of column (h) of 


& Bow 


. NCR-227A, determine that such factor does not 
exceed 1,00, 


IV, Instructions to Record Clerks, 


1, Upon receipt of a lot of Forms NCR-225 and NCR-c2da 
from the roview clerk, obtain the Forms NCR-226 and 
NCR-227 which were prepared for such lot by the 
Entry Unit, Obtain from the person in charge of 
the Computation Unit the rate of deduction for 
county association expenses, 


Transfer of 2, From cach NCR-225 or NCR-225A transfer the payment 
Payment Data data to the Forms NCR-226 and NCR-227 as follows: 

to NCR-226 

and NCR=227 a, If there is a net payment computed for a farm 


as shown in Section IV, 10(b) of NCR-225 or in 
the heading of column (n) of NCR-225A, onter in 
Section IV, item 1 of NCR-226 or in Section III, 
item 2 of NCR-227 the applicant's increased 
payment from Section IV, 13(f) or 13(j) of 
NCR-225 or from column (r) of NCR-225A, 


b, If there is a net deduction computed for a farm 
as shown in Section IV, 10(c) of NCR-225 or in 
the heading of column (0) of NCR~225A, enter 
zero in Section IV, item 1 of each NCR-226 and 
and in Section III, item 2 of cach NCR-227, and 
enter in Section III, itom 1 of NCR-227 the 
deduction computed for cach applicant as entered 
in Section IV, 11(g) or 11(k) of NCR-225 or as 

‘ entered in column (p) of NCR-225A, 


| c. Enter in the space provided therefor in Section 
fi IV, line 2 of NCR-226, the rate of deduction 

ae for county association expenses and release 

i Forms NCR-226 to a computing clork for the 

L A completion of the computations in Section IV, 


d, Check Forms NCR-227 against NCR~222A as follows: 


(1) Check the farm number on cach NCR-227 
) Lt against. NCR-222A on file in the Computa— 
Check of. NOR-227 tion Unit to dotermine whether an NCR-227 
against NCR-222A. has been prepared for each farm in the 
county in which the person whose name 
appears, on the NCR-227 has an interest, 
Enter a check mark (J) on the NCR-222A 
to the right of the farm number which is 
shomm on the NCR-227 for such person, If 
all other farm numbers opposite the name 


(2) 


(3) 


(4) 


pet + 


of such person on the NCR-222A have been 


‘Checked, entér in the upper right-hand 


corner of stich NCR-227, to the left of 
the line for the farm number, the number 


-in-ceolumn (da) of the NCR-222A opposite 


the name of such person and encircle 
such entry. : 


Separate all Forms NCR-227 which have a 
circled number in the upper right-hand 
corner from those Forms NCR-227 which do 
not have a circled number in the upper 
right-hand corner, File the Forms NCR-227 
which do not have a circled number in” 779 
serial number order by counties, list] 
on the reverse side of NCR-c24 the serial 
numbers of the Forms NOCR-227 which have a 
circled number, 


Remove from the file all Forms NCR-227 
bearing a serial number listed on the 
reverse side of NCR-224, Determine 

that the number of Forms NCR-227 for each 
serial number is equal to the circled 
number vhich appears in the upper right- 
hand corner of the last NCR-227 which was 
checked against NCR-222A, Check the 

name of the applicant on all Forms NCR~227 
bearing the same serial number to determine 
that all of such forms are for the same 
person, If any Forms NCR-227 for a serial 
number are missing, determine whether the 
records pertaining to the corresponding 
Forms NCR-220 indicate that such missing 
Forms NGR-227 have been prepared, If the 
records indicate that such forms have not 
been prepared, delete the serial number 
from NCR-224, romove the check marks op- 
posite the farm numbers on NCR-222A for 
the missing Forms NCR-227 and file the 
Forms NCR-227 for such serial number, Le 
the records indicate that such forms have 
been prepared but such forms cannot be 
located, obtain the corresponding Forms 
NCR-220, and NCRe225, and prepare Forms 
NOR-227 in the regular manner, 


Arrange Forms NCR-227 for cach serial num 
ber in farm numbor order, and fasten all 
Forms NCR-227 bearing the same serial 
number together, 


NCR-227A. 


Be 


- com. 


Preparation of NCR-227A 


(1) Enter in the upper right-hand corner the 
State and county code and serial number, 


(2) Enter in column (a) in consecutive order 
the farm numbers of all Forms NCR-c27 for 
the same serial number, 


(3) For each NCR-227 in the group opposite 
its respective farm number 


(a) Enter in column (b) the entry in 
Section III, item 1 of NCR-227, 


(bv) Enter in colum (c) the entry in 
Section III, item 2 of NCR-227, 


(c) Enter in column (e) the entry in 
Section III, item 4 of NCR-227, 


(a) Enter in column (g) the name and 
address of the assignee as shorm in 
Section III, item 3 of NCR-2e7, 


(e) Enter the rato of deduction for 
county association expense in the 
space provided therefor on line 3 of 
NCR-227A, 


(f) If there are one or more Forms RF-20e2 
attached to any NCR-227 romove such 
forms and attach them to the NCR-227A 
prepared for the applicant, 


(4) Print in the space provided in Section V, 
line 7 of NCR-227A, the name and address 
of the applicant, Obtain the name and 
address from NCR—222A, 


Upon completion of the entry work in connection 
with all Forms NCR-227, and NCR-227A in the lot, 
relcase the Forms NCR-227 and NCR-227A in the lot 
to a computing clerk, 


After the computing and roview work have been 
completed in connection with all Forms NCR-225, 
NCR-225A, NCR-226, NCR-227, and NCR-227A for a 
transmittal, prepare RF-203 for such forms, 
Enter in the upper right-hand corner the State 
and county code, Check the box marked "Ap- 
plications for Paymont" and "Farm Computation 


~ £6 = 


Sheets" in the line beneath the title of the 
form, Enter the words "Records Unit" i the 
space following the words "Release to" and 
enter the date in the second line beneath the 
title of the form, Enter in column (a) the 


lot numbers of the lots in the transmittal, 


Release the Forms NCR-225, NCR-225A, NCR-226, 
NCR-227, NCR~227A, NCR-224, and RF-203 to the 
Records Unit after obtaining the signature of) 
a designated representative of the Records Unit 
on RF-2O3, 


Each day, submit to the person in charge of the 
Application for Payment Section, a list of the 
counties, transmittals for vhich will be released 
within the next two days, This list is to enable 
the State office to notify the county office as 
to the approximate date applications for payment 
may be expected so that arrangements may be made 
to obtain signatures thereon, Such list should 
only include transmittals containing a sufficient 
number of applications to warrant notification 

of the date of receipt thereof to the county 
office for the purpose of making arrangements 

for a sign-up meeting, 


. TABLE OF INCREASE IN SMALL PAYMENTS 


1. [! ee anounting to 71 cents or less shall be increased to 


2, Any payment amounting to 72 cents or more shall be increased in 


accordance with the following schedule. 


Amount of : Increase ¢3 Amount of : Increase 


Payment Computed _: in Payment :: Payment Computed : in Payment 
Bone to'$0,73 ; $0729 


: : $27, 00 to 27,99 : $ 9,40 


| 74 to 76 ~ 30 2: 28,00 to 28,99 : 9,60 
| ace tol 78 <oL Mme OU Ore a. od, 9,80 
| Bao |). 01 soe :¢ 30,00 to 30,99 : 10,00 
| 82 to ,83 : 33 ¢: 31,00 to 31,99 : 10,20 
gas to ~ [86 +73 ~ 34 ison .00" 10 dr,0 “s 10,40 
| Bagato = {38° %s 85 sismtas.00)t6 34,99 °s 10,60 
| Pecetor” 491 36 3: 34,00 to 34,99 : 10,80 
| gee to) 93° vou emer tO So.09. 11,00 
Byieto 96s 38 seeeSo.U0 to 36,99 ©: 11,20 
Ae Ai oes) a4 239 Te OOeEO oreo 1s 11.40 
Rove ce So is .40 ss BBLO0 to 38,99 -: 11,60 
EeuGatos *2,99> 3 80 2: 39,00 to 39,99 : 11,80 
3,00 to 3.99 : thera ¢: 40,00 to 40,99 : 12.00 
| 4,00 to 4,99 : 1,60 reat O0 to 41,99 @: 12,10 
, B.00 60 75,99 ©: 2,00 eee OOrto 4es09' 3 12,20 
@.00 to 6.99 2,40 pe 4g. 00"to 43,99 3 12,30 
eco to 7,99 : 2,80 $: 44,00 to 44,99 : 12,40 
8,00 to 8,99 : 3,20 3: 45,00 to 45,99 : 12,50 
9,00 to 9,99 : 3,60 $2) 40.00 to46,90 : 12.60 
fe.c0 to 10,99 : 4,00 2: 47,00 to 47,99 : 12,70 
| Pe cOmbonLE.I9 ‘+ 4,40 ne 48,00 40°.48,99 : 12,80 
| Pevecr ton is, 99 ©: 4,80 teen tor 4999) <i 12,90 
| bpeOO to 13,99° : 5,20 i 50100 to 50,99. 3 13,00 
i000 to 14,99 °: 5.60 pom OOo Sl, 99 @: Te 
be,00 to 15,99 : 6,00 feeb 00 to 52,09 ©: 13,20 
16,00 to 16,99 : 6,40 tr 953,00 to 53,99 : 13,30 
E700 to 17,99 : (6,80 v2 '54.00 't0 54,99 —: 13,40 
73,00 to 18,99 : 720 eee oo U0 D5. 99) © 13,50 
Peg to 19,99 : 7,60 ss 56,00 to 56,99 : 13,60 
20,00 to 20,99 : 8,00 ee Oto 57,90. t 13,70 
Pio0 to 21,99 + Bye0 sue $2) 955,00 to 59,99" 13,80 
22,00 to 22,99 : 8,40 #3 59,00 to 59,99 : 13,90 
Ba,00to123,99 : 8,60 paemo0,00 46195,99 + 14,00 

24,00 to 24.99 : Seo Omemeareie6,00 tol99,o9. ‘:° 41/ 

BoOO to 25.99 : 9,00 :: 200,00 and over : 2/ 


26,00 to 26,99 9,20 aes 


5 1] Terence to $200,00 2/ No increase 


| 


7 
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clerks, 
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Gross. 
Payments 


Net 
Payments 


Expenses 


NCR-State 208 / 


/ Issued August 10, 1938, 
Ay 
| 
UNITED STATES DEPARTMENT OF AGRICULTURE 


AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART V - PAYMENT SCHEDULE UNIT 3 —— eee 


The personnel of the Payment Schedule Unit shall consist of adding 
typists, and review clerks. Review clerks shall use red ink. 


Forms NCR-2c6 and NCR-227 shall be assigned to adding clerks by lots. 


Instructions to Adding Clerks. 


’ 


Totals may be obtained on an adding machine or comptometer,. 


If an adding machine is used, the adding machine tape shall be 
attached to the NCR-230 covering the lot for which totals were 
obtained. Label all totals. If a comptometer is used, enter 
the totals on a slip of paper and attach such slip of paper to 
the NCR-230. 


1. 


Obtain the total of the gross amounts for the lot by adding 
the entries in Section IV, item 1 of all Forms NCR-e26 and 
Section V, item 2(c) of all Forms NCR-227A. 


Obtain the total of the net payments for the lot by adding 
the entries in Section IV, item 2 of all Forms NCR-226 

and Section V, item 3(c) of all Forms NCR-227A in the lot. 
Verify the total so obtained by multiplying the gross payment 
for the lot by the difference between 100.0 and the rate of 
deduction for county association expenses. 


Obtain the total deduction for county association expenses for 
the lot by subtracting from the gross payment for the lot the 
net payment for the lot. Verify the figure so obtained by 
multiplying the gross payment for the lot by the rate of 
deduction for county association expenses. This rate may 

be obtained from any NOR-2265 or any NCR-227A in the lot. 


If the result of the multiplications performed under paragraphs 
2 and 3 of this Section I differs, in an amount of more than 
one-half cent ($0.005) for each application in the lot, from 
the total obtained for the gross payment for the lot or the net 
payment for the lot, respectively, verify the entries in 
Section IV, item 2 of all Forms NCR-226 and Section V, item 3(c) 
of all Forms NCR-227A in the lot. 


If any corrections are made on an NCR~226 or NCR-c27A, make 
the same corrections on the State office copy of such form, 


When all totals have been verified, sign and enter the date 
in the spaces provided in Section III of NCR-230 and release 
the lot to a typist. 


Bead 


7. Upon receipt of a set of Forms ACP-22, obtain totals for the 
columns entitled "Gross amount", "Deduction", and "Net amount 
due", Release the lot or lots to a typist. 


Il. Inetructions to Typists. 


1, Upon receipt of a lot, prepare Forms ACP-'75 in quintuple (original 
ACP-75 on ACP~75 and four copies on ACP-75a) for each lot.- 


ae 


bd. 


NCR-226 


No Assignment 


Enter in the space immediately following the word "State" 
the name of the State shown on NOR-<30. 


Enter in the space immediately following the word "County" 
the name of the county shown on NCR-230. 


Enter in the space immediately following the words "Associa- 
tion expense deduction", in the blank space provided therefor, 
the rate of county association expense deduction. This rate 
may be obtained from Section IV, item ¢ of any NCR-226 or 
from Section V, item 3 of any NCR-227A in the Lot. 


Enter in the space immediately following the words "Administra- 
tive No." the State and county code and lot number shown on 
NCR-220, For example, if the State and county code shown on 
NCR~230 is 48-025, and the sheet number of such NCR-230 is 

37, the administrative number to be entered will be 48-025-37, 


Enter in the first space immediately 1ollowing the words 
"Sheet No." the sheet number, beginning with number 1 for 
the first sheet of a lot and numbering all sheets for such 
lot consecutively, Enter in the second space on each sheet 
for the lot immediately following the word "of" the number 
of sheets to be prepared for such lot. Such number may be 
obtained by dividing the number of cases in the lot by the 
number of cases which can be listed on one sheet or may be 
entered upon completion of all sheets for the lot. 


Enter in column (a) the serial number shown on NCR-e26 or 
NCR-227A. <A serial number will be entered for each payee 
or group of payees who claim payment under the same appli- 
cation for payment, even though this may necessitate the 
repetition of a serial number, 


Entries in columns (b), (c), and (ad) for Forms NOR-2c26 shall 
be made as follows: 


(1) If no entry has been made in Section IV, item 5 of 
NCR-226 — 


(a) Enter in column (b) the name and address of 
the applicant as printed in Section IV, item 6 
of NCR-226. 


REAR os 


(b) Make no entry in column (c). 


(c) Enter in column (da) the entry in Section IV, 
item 7 of NCR+226, 


Assignment and (2). Tf san, entry has: been made in Section IV, item 5, of 
No Payment to NOR-226 and no entry has been made in Section IV, 
Applicant item 7 of NCR-226 - . 


(a) Enter in column (b) the name and address of the 
assignee as printed in Section TVi2i tem? oecn 
NCR-~226, 


(b) Enter in column (c) Opposite the entry in column 
(b) the name of the applicant as printed in 
Section IV, item 6 of NCR-226. 


(c) Enter in column (d) the entry in Section IV, 
item 5 of NCR-226, 


Assignment and (3) If entries have been made in Section IV, items 5 and 7 
Payment to , of NCR-226 ~ 
Applicant 


(a) iuber inecotumn (bh) the nané-and address of the 
applicant as printed in Section IV iteneGron 


(b) Make no entry Opposite such name in column (c), 


(c) Enter in column (4) the entry in Section IV, 
item 7 of NCR~226. 


(d) Enter in column (b), on the line below the 
previous entry in such column, the name and 
address of the assignee as printed in Section 
IV, item 3 of NCR-226, 


(e) Enter in column (c) the name of the applicant as 
printed in Section IV, iten 6 of NCR-226, 


(f) Enter in column (d) the entry in Section Le 
item 5 of NCR-226, 


NCR=227A h. Sntries in columns (b), (c), and (d) for Forms NOR-227A 
shall be made as follows: 


No Assignments (1) If no entry has been made in Section V, column (h) 
Opposite the name of any assignee in column (ge) of 
NCR-2e7A 


(a) Enter in column (b) the name and address of the 
applicant as printed in Section V, item 7 of 
NCR-227A, 


Assignment and 
No Payment to 
Applicant 


Assignment and 
Payment to 
Applicant 


(3) 


mya 


(bo) Make no entry in column (c). 


(c) Enter in column (d) the entry in Section V, iten 
%(h) of NCR-227A. 


If an entry has been made in Section V, column (h) 
opposite the name of any assignee in column (g) and no 
entry has been made in item 7(h) of NCR-227A - 


(a) Enter in column (b), on a separate line for each 
name, the name and address of each assignee 


opposite whose name an amount appears in column (h). 


(on Enter in column (c), for each name in column (bd), 
the name of the applicant as printed in Section 
V, item 7 of NCR-227A. 


(c) Enter in column (d), opposite the name of each 
assignee entered in column (b), the entry in 
Section V, column (h) of NCR-227A opposite such 
assignee's name in column (g). 


If an entry has been made in Section V, column (h) 
opposite the name of any assignee in column (gz) and 
an entry has been made in item 7(h) of NCR-227A — 


(a) Enter in column (b) the name and address of the 
applicant as printed in Section Vi, item! 7oe 
NCOR-227A, 


(b) Make no entry opposite such name in column Come 


(c) Enter in column (d) the entry in Section V, 
item -7(h) Of ‘NCR=227A- 


(da) Enter in column (b) on the line below the previous 
entry in such column, the name and address of 
the assignees shown in Section V, column (2) of 
NCR-227A opposite whose names an entry appears in 
column (h). If more than one person's name has 
been entered in column (g), a separate line shall 
be used on ACP~75 for each such person. 


(e) Enter in column (c),for each name in column Gey) 
the name of the applicant as printed in Section 
V, item 7 of NCR-2e7A, 


(f) Enter in column (d) opposite the name of each 
assignee entered in column (b), the entry in 
Section V, column (h) of NCR-227A opposite such 
assignee's name in column (g). 


ACP-76 


(4) 


(2) 


+ Bo 


Enter on the last line of the last sheet of 
ACP~75 for the lot, the total of the net pay~ 
ments for the lot. Obtain such total from 
the adding machine tape or slip of paper 
attached to the NCR+230 by the adding clerk, 


After a set of Forms ACP~75 has been completed, prepare 
Form ACP-76 in triplicate (original on ACP-76 and two 
copies on ACP~76a)for such set, 


(a) 


(0) 


(c) 


(4) 


(e) 


(f) 


(g) 


Enter in the second space in the upper right-hand 
corner immediately following the words "Administra- 
tive No," the administrative number shown on ACP-75, 


Enter in the space following the word "Office" on 
the left-hand side of the form, the name of the 
office in which the form is being prepared, for 
example, if the form is being prepared in the 
State office in Wisconsin enter the words 
"Wisconsin State Office". 


Enter in the space following the words "Prepared 
at" beneath the name of the office, the name of 
the city and State in which the form is being 
prepared, For example, if the form is being 
prepared in the Wisconsin State Office, enter 
the words "Madison, Wisconsin", 


Enter in the space provided therefor to the right 
of the words "No. of Applications", the number of 
applications for payment in the lot covered by 
ACP~76, 


Enter in the central part of the form inmediately 
below the words "THE UNITED STATES, Dr. To: Persons 
named on the attached Continuation Sheet (Payees)", 
the name of the first payee shown on the first 
sheet: of the setiof Forms ACP-75 for the lot, if 
more than one name has been listed on ACP~75, 

enter the phrase "et al." after the name entered 
on ACP-76, 


Enter in the spaces provided therefor to the right 
of the first line of the certification, the numbers 
of the first and last pages of Forms ACP~75 in the 
set, 


Enter in the space following the word "aggregating" 
and following the dollar sign ($), the gross 
payment for all applications for payment in the lot 
covered by ACP~76, This amount will be the amount 
obtained from the adding machine tape or the slip 
of paper attached to NCR-230 for the lot. 


wa Yn 


(h) Enter in the space following the words "Associa- 
tion expense at" in item (a) of the certification 
and on the line preceding the percentage sign 
(4), the rate of county association expense 
deduction. This rate may be obtained from any — 
NCR-226 in the lot, in Section IV, in the title 
heading of item 2 or from any NCR-227A in the lot, 
in Section V, in the title heading of item 3. 


(i) Enter on the same line as the entry under the 
preceding paragraph and immediately following 
the dollar sign ($), the total amount of county 
association expense deductions for the lot. 
Such total may be obtained from the adding 
machine tape attached to NCR-230 for the lot. 


(j) Make no entries in item (b) of the certification 
on the line entitled "Grants of Bde 


(xk) Enter in the space following the word "aggregating" 
and after the dollar sign ($), the amount of the — 
voucher. This amount will be the total amount shown — 
in column (ad) of the last sheet of ACP-75 for the lot, 


(1) Enter in the space following the word "title" the 
title of the certifying officer such as "Adminis— 
trative Officer in Charge" or “Administrative 
Officer Acting in Charge". 


(m) Enter in the space following the word "Date" the 
date of preparation of ACP-76. 


(5) When Forms ACP-75 and ACP-76 have been completed for a 
lot, sign and enter the date in the spaces provided 
therefor in Section III of NCR-230, and release the 
lot to a review clerk. 


ACP~22 (6) Upon receipt of Forms ACP-75 and ACP-76 from a review 
clerk, prepare ACP-22 in septuple (original and six 
copies) listing thereon as many lots as are available, 
provided the lots so included do not cover more than 
300 payees. Do not include part of the same lot on 
two Forms ACP-22. 


(a) Enter in the first. space in the upper left-hand 
corner immediately above the’ words "Department 
or Establishment", the word "Agriculture". 


(bo) Enter in the first space in the upper central 
part immediately above the words "Bureau or 
Office", the letters "A.A.A." and the name of 
thie State office. 


(c) 


(d) 


(e) 


(f) 


(2) 


(h) 


ENaC ae 


Enter in the second space in the upper left-hand 
corner immediately following the word "By", the 
name "GH. Allen", 


Enter in the second space in the upper central 
part immediately above the words "Title or rank", 
the words "Chief Disbursing Officer", 


Enter in the second space in the upper right-hand 
corner immediately above the word "Station" the 
name of the city and State in which the regional 
disbursing office is located. The regional dis- 
bursing offices for the States in the North Central 
Region are located as follows: 


City States Served 


Chicago, Illinois Towa, Wisconsin, Illinois, 
Indiana, and Michigan 


Cleveland, Ohio Ohio 

St. Gores, Missouri Missouri 

Minneapolis, Minnesota Minnesota and South Dakota 
Kansas City, Missouri Nebraska 


Enter in the third space in the upper left-hand 
corner immediately following the word "Period" the 
name of the month. The name of the month to be 
entered will be that of the month in which it is 
expected that the payments scheduled on the ACP-—22 
will be made. 


Enter in the third space in the upper right~—hand 
corner immediately following the words "Symbol No.", 
the symbol number of the assistant disbursing 
officer. The symbol number of the assistant dis- 
bursing officer in the regional disbursing office 
may be obtained from the appropriate regional 
disbursing office... 


Enter in the fourth space in the upper left~hand 
corner immediately following the words "Bureau 
Schedule No.", the bureau schedule number. 
Obtain this number from the person in charge 

of the Payment Schedule Unit, who shall keep 

a register of bureau schedule numbers. These 
numbers will be assigned to Forms ACP~22 con- 
secutively and will be preceded by the number 
"38", The first schedule will be assigned the 
first available number in this series which was 


(7) 


(3) 
(x) 


(1) 


(m) 


(n) 


(0) 


(p) 


(q) 


A ea ar 


used for assigning schedule numbers to Forms 
1064 prepared for county association expense 
vouchers for the 1938 fiscal year. 


Enter in the fourth space in the upper right- 
hand corner, immediately following the word 
'Date" the date of preparation of ACP-2e. 


Enter in the fifth line immediately following 
the words "Appropriation or Fund" the following: 
11992215(21).031 6 & UALRDA, 1939 (AAA) (OP)". 


Enter in the column entitled "Bureau or Office 
Voucher No." the administrative number shown 
on each set of Forms ACP-76 covered by ACP—22 3 


After entering the administrative number for a 
set of Forms ACP-76 in the column entitled 
"Bureau or Office Voucher No,", enter on the 
same line in the column entitled "Payee" the 
name of the payee as shown on such set of Forms 
ACP~76. 


Enter to the right of the name in the column 
headed "Payee" the number of applications for 
payment. in the lot, Obtain such number from 
ACP-76 from the line entitled "No, of Applica- 
tions ie | 


Enter in the column entitled "Gross Amount" 
opposite the name in the column entitled "Payee" 
thé gross amount entered on ACP-76. 


Enter in the column entitled "Deduction" 
opposite the name in the column entitled 
"Payee" the amount of the county association 
expense entered on the ACP-76,. 


Enter in the column entitled "Net Amount Due" 
opposite the name in the column entitled "Payee" 
the amount of the net payments entered on the 
ACP-76. 


Enter in the space over the word "Title" at 
the bottom of ACP—-22.the title of the certify am 
officer. — ' 


Release all lots covered by ACP-22, together with 

the sets of related Forms ACP-75 and ACP-76 to the 
adding clerk. The adding clerk, after obtaining 
totals of the entries’ in the columns of ACP—2e 
entitled "Gross Amount", "Deduction", and "Net Amount 
Due" will return all forms covered by ACP-22 to the 
typist. 


LTB ies 


Card File 


Review 


1; 
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(8) When Form ACP-22 and related forms are returned 
by the adding clerk, enter on ACP-22 in the spaces 
provided therefor the totals for the columns entitled 
"Gross Amount", "Deduction", and "Net Amount Due". 


(9) Release the lots, together with Forms ACP~75, 
ACP-75a, ACP-76, ACP-76a, and ACP~22, to a review 
clerk; 


Instructions to Review Clerks. 


Review clerks shall work in pairs. 

Upon receipt of a lot from the typist, prepare a 3" x 5" card 
for each applicant if the net payment for such applicant 

shown in item 2, Section IV, of NCR-226 or in item 3c, 

Section V of NCR-227A is in excess of $1,000.00. Enter on 
such card the county code and serial number of the application 
for payment, the name and address of the applicant, and the 
amount of the net payment. In entering the name of the 
applicant enter the last name first. Forward. the card so 
prepared to the record clerk in the Records Unit. 


Verify the names of the State and county on Forms ACP-75 by 
checking such entries against the corresponding data on 
NCR-230. 


Determine that the administrative number on a set of Forms 
ACP-~75 is correct by checking such administrative number 
against the State and county code and lot number on NCR-230, 


Verify the serial numbers on Forms ACP-75 by checking such 
serial numbers against the serial numbers on Forms NCR-c26 
or NCR-227A in the lot. 


Verify the name and address of each person whose name appears 
in column (b) of ACP~75 by checking such data against the 
corresponding data on NCR-226 or NCR-227A, 


Check the last serial number on each sheet of ACP-75 against 
the first serial number on the next succeeding sheet to 

make certain that the same item has not been duplicated. 

If an entry has been duplicated, draw a line through such 
entry on ACP-75, 


Verify the total in column (d) on the last sheet. of ACP-75 


for the lot by checking such total against the adding 
machine tape or slip of paper attached to NeoR-230 for the lot. 


Verify all entries on ACP-76, 


TO. 


bei 


id. 


Maley 


If a large number of errors have been made on a set of forms, 
return the forms to the typist and have a new set of forms 
prepared. Otherwise, make such corrections as are necessary. 
When a new set of forms has been prepared and reviewed in 
accordance with the instructions contained herein, the 
original set containing the errors should be destroyed. 


After all forms have been reviewed and found to be correct, 
initial all Forms ACP-76 and ACP-76a in the lower left- hand 
corner. Sign and enter the date in the spaces provided 
therefor in Section III of NCR-230 and release the lot or 
lots with Forms ACP~75 and ACP-76 to a typist. 


Upon receipt of AOP-c2 from the typist, check all entries 

on such form and correct any errors which have been made 
thereon. Initial all Forms ACP-22 in the lower left-hand 
corner. Release ACP-22 and all lots covered by such ACP-22 
to the person designated to release schedules to the General 
Accounting Preaudit Office. 


IV. Instructions for Release of, Lots. 


aie 


When the review work in connection with all lots covered by 
one ACP-22 has been completed, the original ACP-22 shall 

be referred to the State accountant to be stamped "Funds 
Available" and thereafter the original ACP-76 and the 
original ACP-22 shall be signed by a certifying officer, 

The certifying officers will be persons duly authorized to 
sign such forms. When the forms have been signed, detach 
the second copy of each sheet of ACP-75 in the set and the 
second copy of ACP~76 for each lot, and the second copy of 
ACP-~22 and forward such forms to the State accountant. 

If the lot consists of cases which were previously suspended 
by the General Accounting Office, the lot number will be 
greater than 500 and the original and one copy of a preaudit 
difference statement should be attached to each case. 

Remove the copies of the preaudit difference statements and 
forward them to the State accountant with the copies of the 
Forms ACP-75, ACP-~76, and ACP~22 for the lot. 


Arrange the lots in the following order: 

a. Form ACP-22 (original and five copies). Stamp the 
third copy of ACP~22 "Forward to Records and Accounts 
Section, AAJA. , Washington, Daca 


b. Form ACP-76 (original and one copy) for the lots 
covered by ACP-22, 


c. A set of Forms ACP~75 (original and three copies) for 
each lot covered by ACP—22. 


Release of 
Forms 


oe 


A 


d. Forms NCR-226, NCR-227A, and the forms attached thereto, 
in each lot covered by ACP-c2, 


e. Fasten all forms in the lot except ACP-22 by means of an 
acco fastener or other comparable fastener. 


Prepare RF-203 in duplicate, Enter the State and county code 
in the upper right-hand corner and check the box marked 
"Applications for Payment" in the first line beneath the 
title of the form. Enter the words "General Accounting 
Preaudit Office" after the words "released to" and enter 

the date in the spaces provided therefor in the second line 
beneath the title of the form. Enter in column (a) the 
administrative numbers of all lots covered by AOP~ce and 

in column (b) the total number of cases in each lot. Release 
the Forms ACP~22, ACP-75, ACP-76, NCR-226, NCR-2e27, and 
NCR-227A, together with the copy of RF-203, to the General 
Accounting Preaudit Office. Obtain the signature of a 
representative of the General Accounting Preaudit Office 

on the original RF-203 and send such original RF-<03 

together with Forms NOR-230 to the record clerk in the 
Records Unit. 
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The personnel of the Clearance Unit will consist of file c = 
correspondence clerks, typists, and stenographers. All clerks in this 
unit should become thoroughly familiar with the instructions ineParve 
to VI, inclusive, of NCR-State 208 and with all other instructions re- 
lating to the 1938 Agricultural Conservation Program in the North Central 
Region. 


When suspended cases are received in the Clearance Unit, a file 
clerk shall assign such suspended cases to correspondence clerks. Sus- 
pended cases may be cleared by returning such cases to the county office, 
accompanied by letters or Forms RF-204, setting forth the nature of the 
errors and outlining the procedure necessary to clear such cases. In 
the case of a General Accounting Preaudit Office suspension, the suspended 
case shall be retained in the State office and a letter shall be written 
requesting a new NCR-220, a certification with respect to an error, or 
additional information, as the case may be. Where it is deemed advisable, 
the same method may be adopted in connection with State office suspensions. 
In the case of suspended cases from counties located close to the State 
office county committeemen may be called in to the State office to make 
necessary corrections or to initial corrections on suspended cases. 

Where there are a large number of suspended cases from the same county, 
the corrections may be indicated on Forms R¥-204 and the cases taken to 
the county office by a fieldman or other representative of the State 
office who will explain in detail the nature of the errors and outline 
the corrections necessary. In general, the method adopted in clearing 
suspended cases shall be the method found most expedient and by means of 
which the most satisfactory results are obtained. 


ZT. tInstructions to File Clerks. 


1. Stamp on the back of each piece of mail received in the 
Clearance Unit, the date of receipt. 


2. When Forms RF-205 are received, assign such forms to typists. 


3, When Forms RF-204, showing the nature of corrections which 
were made in the Application for Payment Section are received, 
assign such forms to correspondence clerks. 


4, All suspended cases received in the Clearance Unit will have 
been listed on RF-203. The names of the correspondence clerks 
to whom suspended cases are assigned should be recorded on 
the back of the RF-203 on which the suspended cases are listed. 
Retain all Forms RF-203 in a separate file, by counties, as a 
record of the cases handled in the Clearance Unit. 


IO). 
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Assign all suspended cases listed on one RF-203 to the same 
correspondence clerk unless there are more than 25 cases 
listed on such RF-20%3 in which case such suspended cases 
shall be assigned to two or more correspondence clerks. 


The correspondence clerk will prepare a letter covering each 
suspended case unless the explanation on RF-204 is adequate 

and will return such cases to the file clerk. Indicate on 
RF-203 if such cases have been released by the correspondence 
clerk to whon they were assigned. If letters have been . 
prepared forward such letters to the person authorized to 

sign then. If the NCR-220, NCR-226, or NCR-e27A, as the case 
nay be, is to be retained in the State office prepare a folder 
for such case, stamping or writing thereon the State and county 
code and farm number or serial number. 


If suspended cases are to be taken to the county office by a 
farmer fieldman or other State office representative, such 
fact should be indicated on R¥-203., 


Upon receipt of a reply to correspondence with respect to a 
suspended case which was not returned to the county for 
correction, match such reply with the suspended case to 
which it relates and assign the suspended case to a cor- 
respondence clerk. Whenever possible, assign a suspended 
case for which a reply is received to the correspondence 
clerk who previously handled such case. 


If a correspondence clerk finds that the suspension of any 
case was unwarranted or if the suspension of any case is. 


“removed, without the necessity of returning such case to 


the county office, such correspondence clerk will enter the 
notation "Suspension unwarranted" or "Suspension removed", 

as the case may be, on the RF-2<04 attached to such suspended 
case, and return such case to the file clerk. Obtain the 
initials of the person in charge of the Application for Pay- 
ment Section or any other person authorized to initial such 
cases, on the RF-204 attached to such case and forward such 
case to the record clerk in the Records Unit. When a General 


Accounting Preaudit Office suspension is cleared, obtain the 


signature of the certifying officer on the reply to the 
preaudit difference statement, and forward such case, together 
with the original and copy of the preaudit difference state- 
ment to the record clerk in the Records Unit. 


“Maintain a file for cach. county, such file to be known as the 


General County File. File copies of all letters and Forms 


~“RF-204 mailed to county offices in connection with suspended 


cases, copies of all Forms RF=205 and copies of Forms RF-204 
mailed as notices of corrections made on Forms NCR-220 and 
NCR-220A, in such file. 


y 
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When -an RF-6 is received with a suspended case, assign such 
-case to a correspondence clerk in the same manner as any 
other suspended case. If a copy of Ri-6 is received and 
the suspended case to which such RF-6 pertains has not been 


received, hold such copy of RF-6 until the suspended case is 
received and then destroy the copy of RF-6. If the copy of 
an RF-6:is received and several days elapse, without the 


“suspended case having been received, institute a search for 


such suspended case. 


Instructions to Correspondence Clerks. 


“bd ae 


Upon receipt of suspended cases, examine such cases to deter- 
mine whether such cases must be returned to the county office, 
and if so, whether it is necessary to write a letter to explain 


. the reason for suspension. 


If it is determined that a suspension is unwarranted write the 
words "Suspension unwarranted" on the RF-204 attached to such 
case and release such case to the file clerk. 


If it is not deemed necessary to return a suspended case to the 
county office, write a letter or take such steps as are neces- 
sary to obtain the information needed to clear the case. When 
such information is obtained, either by correspondence or by 
other means, write the words "Suspension removed" on the RF-204 
attached thereto and release the case to the file clerk. 


If the reason for suspension as shown.on the R¥-204 attached 
to the suspended case adequately explains the reason for such 
suspension it will not be necessary to write a letter in con- 
nection with such case. Release the case to a typist in order 
thnt another copy of RF-204 may be prepared. When the case is 
returned by the typist, release such case to the file clerk. 


Upon receipt of a General Accounting Preaudit Office suspension, 
examine such case to determine the reason for suspension. 


an. Lf, the application ston payment does not agree with the 


farm computation sheet and the farm computation sheet is 
correct, revise the data on the application for payment 
to agree with that on the farm computation sheet and pro- 
ceed as. follows: 


(1) If the payment to the applicant, computed on the basis 
of the incorrect data shown on the application for 
payment, would have been greater than the payment 
actually computed on the farm computation sheet, 
prepare. a.reply..to the preaudit difference statement 
setting forth the fact, that the corrected data agree 
with the data shown on NCR-220. Release the case to 
the file clerk. 
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(2) If the payment to the applicant, computed on the basis 
of the incorrect data shown on :the,application for 
payment, would have been less than the. payment actually 
computed on the farm computation ‘sheet, .return the 
corrected application for payment to the county office 
for the initials of the county committeeman who certi- 
fied such application for payment. Upon receipt of 
such application for payment with the initials of the 
county committeeman on all corrections,. prepare a reply 
to the preaudit difference statement and release the 
case to the file clerk. 


If both the application for payment and the farm computation 
sheet are incorrect, prepare a memorandum to the chief of 
party of the General Accounting Preaudit Office requesting 
the return of the incorrect farm computation sheet. Mark 
such computation sheet "void" and prepare a corrected farm 
computation sheet. Distribute the original and copies of 

the corrected farm computation sheet as provided in paragraph 
6, infra. Proceed as follows: 


(1) If the corrected payment is less than that shown on the 
application for payment which was signed by the appli- 
cant, write a letter to the applicant explaining the 
nature of the correction and indicating that the pay- 
ment which he will receive will be less than that 
shown on the application for payment which he signed. 

A copy of this letter must be attached to the applica- 
tion for payment when it is returned to the General 
Accounting Preaudit Office. Prepare a reply to the 
preaudit difference statement and indicate thereon that 
the data shown on the corrected application for payment 
agree with the data shown on NCR-220. 


(2) If the corrected payment is greater than that shown 
on the application for payment which was signed by 
the applicant, prepare a corrected application for 
payment and send it to the county office to obtain 
thereon the signature of the applicant and the certi- 
fication of the county committee. The county committee 
shall be requested to return such application for pay- 
ment to the Clearance Unit and in no case shall such 
corrected application for payment be included on a 
transmittal with regular applications. Upon receipt 
of the signed application for payment, prepare a reply 
to the preaudit difference statement. Mark the in- 
correct application for payment "void" and release the 
correct and incorrect application for payment to the 
file clerk for resubmission to the General Accounting 
Preaudit Office. 


Sia 


c. If only a part of a multiple application for payment which 
is suspended by the General Accounting Preaudit Orrice as 
in error only that part of the application for payment 
which is in error need be reexecuted. 


6. If a memorandum requesting correction of an NCR-220 is received 
before an application for payment prepared from such NCR-220 
has been released to the General Accounting Preaudit Office, 
obtain the original NCR-220 and any Forms NCR-226 or NCR-227 
prepared therefrom and refer such forms, together with the 
memorandum from the county office and corrected NCR-e<0, if 
one was submitted with the memorandum, to the person in charge 
of the Application for Payment Section, or some other person 
designated by him who shall initial the memorandum if the 
proposed correction is acceptable. If there is any doubt as to 
the acceptability of the correction, the county committee 
should be requested to furnish a full stetement of the facts 
in the case to substantiate the request for correction. If 
it is deemed necessary, the case should be investigated by a 
representative of the State committee. If the correction is 
acceptable, a memorandum should be addressed to the General 
Accounting Preaudit Office requesting the return of the NCR-225, 
which was prepared from the original NCR-220. Upon receipt 
of the original NCR-225 from the General Accounting Preaudit 
Office the form should be marked "void" and a new NCR-2c5d 
should be prepared on the basis of the corrected data. Forward 
the original of such corrected NCR-225 to the General Accounting 
Preaudit Office and forward one copy thereof to the county office 
with a request that the copy of the incorrect NCR-225 be destroyed. 
File the other copy of the corrected NCA-e25 and the voided 
NCR-225 which was returned from the General Accounting Preaudit 
Office in the State office in place of the copy of the incorrect 
NCR-225 which shall be destroyed. In such case the original 
NCR-220 and the memorandum requesting the correction will be 
released to the Statistics Section, together with the corrected 
NCR-220, if any. If the correction is not acceptable the county 
committee should be so advised and the case will be handled on 
the basis of the original data. 


”, If a corrected NCR-220 or memorandum requesting a correction 
in basic data or a change in the name of an applicant is re- 
ceived from a county committee after an application for pay- 
ment which was prepared from the original NCR-220 has been 
submitted to the General Accounting Preaudit Office, the 
General Accounting Office will be requested to suspend such 
application for payment if the check has not been issued. 
Thereafter, the case shall be handled in a manner set forth 
in Section II, paragraph 6 of this Part VI. If a corrected 
application for payment is prepared, both the original ap- 
plication for payment and the corrected application for pay- 
ment shall be returned to the General Accounting Preaudit 


Office,: accompanied by a reply ‘to the preaudit difference state- 
ment, which reply shall fully explain the corrections which have 
been made. 1 : 


If a corrected NCR-220 or a request for corrections in basic 


data or a change in the name of an applicant is received from 


the county committee after the check has been issued under an 
application for payment prepared from the original NCR-220, 
the case shall be handled in a manner set forth in NCR-State 
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III. Instructions tc. lypists) and Stenographers. 
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In preparing letters in connection with suspended cases, 
prepare one carbon copy for the General County File and as 
many additional carbon copies as are required by the State 
office. ihe 


NCR-State-208 7 de tssued August 29, 1928 


, United States Depa tment: of Agricul ube IBR A oue H 
Agricultural Adjustment Administrebion SE G@KIVES 
North Central Division ee 


a OEP ian ag 
PART Vin = ODM ~ OLBARANCE UNIT pss 
U. 8. Department of A omicuitare 


dondbevetion eee for Rloutsnaes 
United States. 


I. GENERAL INSTRUCTIONS 


A. PERSONNEL - All cases involving set-offs upon return of the appli- 
cation for payment to the, State office by the county office shall 
be handled by the clerks in the Clearence Unit who hendle cases 
involving returned checks, refunds, er adjustments, and other 

related metters. . 


B. DEFINITIONS - As used in these UA aed the eae terms 
shell have the following meanings 


1. APPLICANT means 2 person who submitted on epplication for 
payment under the 1938 Agricultural Conservation Program. 


2. DEBTOR means a person who is 'indobted to ‘the United States 
Government and whose name pleats on the Register of 
Indebtedness. 


3 INDEBTED TO THE A.A.A. means indebted to the United States 
Government by virtue of an ‘overpayment under @ commodity 
contract, application for Cotton Price Adjustment Payment, 
1936 application for payment or 19387 soplpeation for pay- 
ment or by virtue of the failure to aecount for the distri- 
bution of Cotton Price Adjustment: Payments. 


4, INDEBTED TO THE FCA means indebted to the United States 
Government by virtue of an unpaid loan: obtained from the 
Form Credit Administretion or other Government lending 
agency under its supervision, or from the Commodity Credit 
Spon eure. 


5. INDEBTED TO FSA moens indebted to the United States Govern- 
ment by virtue of en unpaid loan obtseined from the Farm 
Security Spear ae a a 


6, REGISTER OF INDEBTEDNESS means Form 0- L110, as supplemented 
and amended by C-1110, Supplement A, which is submitted to 
each State office showing the names of persons who are in- 
debted to the United States Government. 


8. 


iKEL- 


Lig 


| 
ae 


~ACP=25 means Form ACP-25, entitled "Voucher for Agricultura a 4 


Conservation Payments Subject to Deductions for Claimant's 
Indebtedness." This form is used to schedule payments to | 
applicants who are indebted to the Farm. Credit Administration. 


FORM 39a means the administrative. copy of Form 39 which is 
used by the General Account ing Office in effecting direct | 
settlements. nde | 


FORM MAL_367 means the form which is used to notify the 
State office thet a direct settlement has been effected by 
the Generel Accounting Office. Such form is a true copy | 
of Form 39a. 


4.372 means the form entitled "Producer's Request for 
Saree "..This form is used by-an' ‘applicant to authorize 
a set-off of part or all of his payments ‘to et oe his in- 
debtedness . bo the United States Government. 


Form 1096 1 means stanahied Form No. 1096, entitled "Schedule 
of Voucher Deductions." This form is used to schedule all 
amounts due the Agricultural Adjustment Administrationor 
the Farm Security Administretion which are being set off 
by means of a check authorized in favor of the Treasurer of 
the United States. : 


BASIG DATA FOR l.akKING SET-ORFS 


The basic data for making set-offs shall be obtained 
from the Register of Indcebtedness and from the Forms AAA-37e2 
on file in the State office. The Register of Indebtedness 
shell be kept current at*all times so as to reflect accurately 
the status of ell cases involving indebtedness to the United 
States Government.’ The original Register of Indebtedness shows 
the status of the indebtedness of various debtors as of November i 
205 La Sr Periodically, the Comptroller will transmit to each 
State office, Forms C-1110, Supplement A, conteining data which 
are to be used in supplementing or correcting the Register of 
Indebtedness. Also from time to time there will be received in 
the State office Forms AAA-372 requesting thet set-offs be made 
from payments due applicants. The data shown on C-1110, 
Supplement A, and tho data shown on AAA-372 shall be entered 
on the Register of Indebtedness upon the date of receipt of 
such forms. The names of new debtors shell be entered on 
the Register of Indebtedness, alphabetically by counties, so 
as to facilitate checking. Any indebtedness to the A.A.A. 
will be set off without regard to AAA-372. ‘Thus, in cases where) 
the data on AAA-272 indicates that the applicant is indebted 
to the AvA.JA. andthe name of such applicant has already been 
listed:on the Register of Indebtedness, no consideration need 
be given to AAA-372 insofar as the indebtedness to the A A.A. 
is concerned!’ However, if an applicant submits AAA-372 showing © 
that he is indebted to the A.A.A. and if his name is not on the | 


ee oe 


Register of Indebtedness, investigation shall be made to 
determine whether the applicant is indebtéd. When the data from 
AAA-372 has been entered on the Register of Indebtedness, indicate 
thereon opposite the name of ‘the ’debtor, MN AAA~372" and indicate 
the agency or Department to whomrthe applicant is indebted; for 
example, "FSA' or "FEA" etc.” ua ea 


as 2 In addition to the forégoing corrections and supplements 

' tol the Register of Indebtedness, there shall be entered thereon date 

pertaining to any indebtedness under the 1936 and 1937 Agricultural 

Conservation Programs and the 1935 and 19387 Cotton Price Adjustment 
Programs. oo 


‘The Register of Indebtedness and the supplements 
thereto are certified by the Comptroller, and it may be assumed 
that the data thereon are correct. If there is evidence tending to 
show that the data are incorrect, tho matter shall be referred to 
the Director of the North Central Division for determination. 


The amounts shown on the Register of Indebtedness will have 
been deducted before forwarding the application for payment to the 
county office for the affixing of the signature by the applicant. 
PF-~202 will be attached to such application for payment and if the 
forms are signed and returned to the State office indicating that the 
amount and the debt is proper, the form will be suspended to 
the Clearance Unit for preparation of the forms for scheduling. 

If the amount of the indebtedness is incorrect or if the 
applicant is not the person who is indecbsed to the United 
States, the Clearance Unit shell examine the reasons and 
certification on the reverse side of RF-202. If it is certain 
that the applicant is not the person who is indebted to the 
United Stetes, prepare a new applicetion for payment for such 
applicant omitting therefrom the deduction of the amount 
which was indicated to be set off against the applicant's 
payment. Destroy ell copies of the original application and 
replace such copies with the copies of the corrected applica- 
tion for payment. Return the corrected application and two 
copies thereof to the county for the signature of the appli- 
cant end for the certification of the county committec. 


MINIMUM AMOUNT OF SET-OFF - No set-off shall be made against a 
payment due an applicant under the 1938 Agricultural Conservation 
Program if the amount of such applicant's indebtedness as shown 
on the Register of Indebtedness is less than fifty cents ($0.50). 


ORDER OF PRIORITY IN HANDLING SET-OFFS AND ASSIGNMENTS - In a 
number of cases epplicants under the 1938 Agricultural Conservation 
Program may be found to be indebted to more than one Govern- 

mental agency, or may be indebted to the Agriculturel Adjust- 

ment Administration by reason of overpayments under different 
appropriations and also may have made assignments. In such 

cases set-offs and assignments shall be handled in the following 
order: 


ae 


Failure a disthidte. Cotton PEice: raaeiee Payments. 
Overpayment under Agricultural Conservation Program. 
Overpayment: “ander commodit ty: @bntract.: 

Overpayment under Cotton Pri¢e Ad justment, ‘Program. | 
Assignments in favor of Governmental agencies. 
Delinquent loan from Farm Security Administretion. 
‘Delinquent loan from Farm Credit Administration. 
Assignments not. in favor of. Governien tel secre se 


OYROKRWAUE 


The forégoing: od of priority shall be effective notwith- 
standing that the applicant may have indicated a different 
ordér of Eaten la on the AAL-372 which he executod. 


TYPE OF CASES IN: CONNECTION WITH WHICH SET- OFFS MAY BE MADE 
WHEN THE APPLICANT AND HOBTOR ARE NOT THE SAME 


aR bepuor deceased 


a. Administration upon debtor's estate - “Where the payment 
out of which the indebtedness arose was, made to a party 
who has since died, the amount due may be set off against 

the payment due the administrator or executor of the 
estate of the deceased as such for performance rendered 
by either the deceased or by the administrator or 
executor of: the decedent's ‘estate. a 


ob. No administration upon debtor's estate — 


(1) Performance rendered by deceased -+ Whore the payment 
out of which the indebtedness arose was made to a 
party who has since died,’ the amount due may be set 
off against the payment due the heirs of. the decedent 
Oz eee ve rendered by the deceesed. 


(2) Performance rendered by the heirs -- Where the 
payment out of which the indebtedness arose. was made 
‘to a party who’has since died, the amount duc nay 
‘ not.be ‘set off against the payments due the heirs 
of the Rh for performance Tentered: heirs. 


‘2 - Debtor doclaned incompetent -- Where thé payment. out of which 
the indebtedness arose was made to 2 party who has since been 
declared incompetent by a court of competent jurisdiction, 
the amount due may be set off egeinst the payments due. the 
guardian or committee of the incompetent !s: estate Tor pers 
formance rendered by either the incompetent or the guardian 
or committce of the incompetent's eatate. 


ineaten a sniorene -- Where thé saunas out of which the 

indebtedness arose was made to a partnership, ‘the amount due 
may be set off against the payment due one of ‘the partners 
for performance rendered by such partner, 


~ 5» 


Y . = 4 Debtor a partner 4+ Where the: paynent. out of which the in- 

| .,.. , debtedness iaroge wes made to a partner. in his individual 

| Capacity, the anount due may be set off against the paynent 
due. the partnership only. to the. extent. of such partner's 
interest. therein. EVE ata lae or ee 


the indebtedness arose was nade to:an individual who is now 

a coproducer or coowner, the anount due nay be set off against 
_the paynents due coproducers or. coowners of which such coproducer 
or coowner.is a menber only to the extent of his interest in the 
paynent due such coproducers or coowners. | 


G. SET-OFFS AGAINST PAYMENTS DUZ PARTNERSHIPS, COPRODUCERS, AND COOWNERS 


1...If.the debt was incurred by the same partnership, co- 
producers, or coowners to whon.a payment is due, the entire 
cnount of the paynent due may be used in effecting the set-off 
in accordance with the applicable section of this procedure. 
2. If the debt was incurred by.a partner, coproducer, or co- 
owner, in his individual, capacity and if the payment is cue 
to the partnership, coproducérs, or coommers of which he is a 
nenber, only the interest of the debtor in the payment which 
is due the partnership, coproducers, or.coowners may be 
used in effecting the set-off. In such case, it will be 
necessary to determine the respective interest of each 
joint applicant or partner in the;payment due under the 
"application for payment. Evidence,as to the respective in- 
_terests of such applicants should be in the form of a state- 
“ment setting forth the: percentage interest of each such 
applicant, which statement should be signed by each of the 
joint applicants or partners. .Such statement should also be 
_ approved by a member of the county committee on behalf of 
~ the committee and such.committeeman, should certify that he 
Ss acquainted, with the interests .of. the parties involved and 
that the interests as set forth in the statement signed by 
such parties are correct. Upon receipt of evidence indicating 
the exact interest of each joint applicant, a set-off may be 


fied for payment in the regular manner unless the set-off to 
be made is for the liquidation of an account owing to the 
“FCA. If the indebtedness which is to be set off is owing to 


_ the FCA, a separate application for payment shall be prepared 


He ADJUSTMENT ‘OF REGISTER OF INDEBTEDNESS. 


1. 


-contage interest of each such applicant. The original eppli- 


25; and the applicetion for payment executed oy. the porson not 


Qe If the set-off in favor of the FSA is mode pursuant to 


Gt 
for ecane joint applicant or partier showing thereon the. pore: «) 


cation for payment from which such applications for payment 

are prepared should be marked "Canceled - Replaced by Appli- 
cations ae Payment Nos. ! ond filed in tho State office. 
The next available scrial numbers should be assigned to the 
pec eer PRPS for payment, after which they should be 
computed and forwarded to the county office for signature. The 
related summary of performance should be corrected to" show the 
serial numbers assigned to the corrected applications ‘for poy: ) 
ment. Upon receipt of such corrected applications for paymae : @ 
from the county office, the application for pa ayment exccuted by : 
the debtor shell be approved if found to be regular in every” 
respect, end the payment due thereunder scheduled on Form ACP. 


indebted shell be approved for payment if found to be regular ; 
in every respect and the payment due thereunder scheduled on 
et, ACP--76, and ACP-22 in the regular manner, 


“AAA or FSA set-off ~ If a set-off has boon effected agoinst ~ 
the payments due an eSetieene becruse such applicant wes Lien 
debted to the AAA or FSA, proceed as follows: 


a. When the set-off is scheduled on Form 1096 enter on the 
Register of Indebtedness (in aly opposite the name of 
the debtor the amount which was scheduled in fa avor of the 
Treasurer of the United Geataet gies u) 

b. When a copy. oF Form 1096 is returned from ‘tho regional 
disbursing office showing the check number, the certi-~ 
ficate of deposit number, and the other data, inserted 
thereon by the regional disbursing officer, . enter on the 

Register of Indebtedness opposite the amount shown in red 
the certificate of deposit number shown on Form 1096 a and 
the date of the deposit. 


c. If the application for payment in connection with yhich 
the set-off was made was submitted from a county other 
than tho one in which tho indebtedness is listed, make 
an appropriate cross-reference on the Register of Ine, 
debtedness opposite the name of the debtor showing the 
See in.which the application for paynent, was exccuted. 


AAA-372, or when a set-off is made because of an overpayment 
under: the 1936. or 1937. Agricultura al Conservation Program, or 
the Cotton: Price Adjustnont Program, correct the Register oft) | 
Indebtedness upon receipt of on executed copy of Forn 1096 
fron the disbursing office, In ell other cases (except those | 
| 


iy ae 


9 ' | set forth in paragraph 2 hereof), correct the Registor of 
: | Indebtedness only when such correction is shown on (+1110, 
: Supplement A. | 
| e . ‘ 


2, FCA seteoff ~ If a set-off has been effected against the 
| payments due an applicant because such epplicant was in- 
debted to the FCA, proceed as follows: 


| a. When the setwoff is scheduled on Acp-25 enter on the 
| Register of Indebtedness (in red) opposite the name 
of the debtor the amount of the net payment due the 
applicant under the application for payment which he 
exocuted. 


b. Upon receipt of an executed copy of ACP=25 from the 
General Accounting Preaudit Office, make the nocossory 
adjustment on the Register of Indebtedness. If the 
‘getwoff.is.made pursuant to the applicant's request on 
AbA~372, the name of the debtor shall be deleted from 
the Register of Indebtedness. If the set-off is made 
pursuant to the Comptroller's request on the Register of 
‘Indebtedness or supplements thereto, the "Amount Due"! 
column shall be reduced by the amount which is to be 
set off. Delete the name of the debtor from the Register 
of Indebtedness if the amount set off is equal to the amount 
of his indebtedness as shown in the "Amount Due" column of 
he Register of Indebtedness. The "Amount Due" column will 
be presumed to be principal end interest unless there is 
a stamp on the Register of Indebtedness indicating that 
interest is not included. 


ec. If the application for payment in connection with which 
the set-off was made was submitted from a county other 
then tho one in which the indebtednoss is listed, make en 
appropriate cross~reference on the Register of Indebted- 
ness opposite the namo of the debtor showing the county 


in which the application for payment was exccuteds 


Le PREPARATION OF NCRe230 = Applications for payment which are 
ready to be scheduled for set-off shall be referred to the 
Record Clerk of the Records Unit. for the preparation of an 
NCR~230 in the 300 series, or in the ovent such cases are 
General Accounting Office suspensions, in the 500 scricse 
Thereafter, such cases shall be returned to the Clearance Unit 

_ for further handling. . Seteoff cases shall not be included in 
‘oe the. same lot with other suspended case which are to be 
released for payment. 


af 


Il, APPLICANT INDEBTED TO AAL 


A. OVERPAYMENT UNDER COMMODITY CONTRACTS » If it is detorminod that 


ph a en ne en Rn aa 


an: Eppaieant is the. same- person. as” nee one. ‘whose name appears 

on the Register of Indebtedness. and if the entry in the third 
column of the Register of Indebtedness indicates that such 
indebtedness arose by:'virtue of an. overpayment - under @ conmnodity 
contract, ee as: follows; . 


1. Prepare ACP=75 as foldows: 


sats 


De 


ies 


0, 


ES 


Butee: iin “the spaco . Perens nue following the word "County", 
os name oes the county shown on NCR+230. 


tee in ins ees imnedic tely eeivowine the words NAdninistz | 
\ tgheet No.! the sheet nunber, béginning with nanber 1 for ' 


thet first sheet of o.lot-and numbering all sheets for such 


Enter in ee tnens ey the sorial peace: shown on NCRe226 


ie — 8 -—- 
4 ere a4 Eee 


prepard AcP~75 in soxtiple (original on ACP=75 and 
five gchar on: nh ACP-758) « 


ahter in the once meets eae Potlowine the word "State!, 
we, nane oo Mate Sed shown on NCR=230. 


eaten ‘in the: space agate following the words "Associa- y 
tion expense deduction", .in the blank space provided i eto | 


the rate of county association expense deduction. This rate , 
. May bée obtained from Section IV, item 2 of any NCR-226 or | 
ees sed te we ten -3.0f .eny NCR~227A in the lot. i 


tive No." the Stete and county » code and lot number shown on 
NCR+230, . For oxampie, if the State and county code shown on 
‘NCR#230' is: 48-025, .and the sheet number of such NCRe230 is | 
‘37, -the edninistre ative. nuribor to be entered will be ee 


Enter in the sap space Mic aise following the words 


Lot: consceubively. Enter ins the second space on cach sheet 
for the lot inmediatoly following. he word "of" the number 
of. sheets: to be prepared for such lot. Such number may be ~ 
“obtained by dividing tho nuriber of cases in the lot by the | 
nunber of cases which can be listed on one sheet or may be | 
entered Meee core ee ea sheets for the lot. 


or NCR-227A... Do not ontor. the State: and county code 
in coltinn ere : ee aD 


in i, game ge skid as. Mere nanie of one eo licent is pines 4 
in Scction IV of NCR-226 or Section V of NCR227A, unless a By 
different style is gesignated by the exemining clerk, In 
the latter caso, , the cee Ss cleric will have cither securf) 


wo 


Re 


my ey es 


attached to such NCR-226 or NCR~227A a slip of paper 
desienating thereon the payee's neme as it is to eppear on 
ACP~75, or will have indicated by brackets [ |] thet pert of 
the peyee's signature which is not to appecer on ACP+75. 

Euter the address of the payee below the name of such 

poyee in column (b). However, if the amount of the indebted- 
ness equals or exceeds the net payment due the debtor, do 

not schedule the neme of the debtor on sACP+75. 


Enter in column (d) of ACP-75 opposite the name of the debtor, 


-the poyment which is to: be made to him. The amount of such 


payment shall be obtained by subtracting the amount of the 
indebtedness from the net payment duc the debtor under the 
epplication for payment exccuted by hin. 


Meke no entries in column (ce) of ACP~75 for the debtor. 


After the entries, if any, have been comploted for the 
debtor, ee nter on the next line in column (a) the serial 
number of the debtor's application for payment; enter in 
column () the words "Treas. U.S.," and enter below such 
words in parenthesis the symbol ond title of the appropriation 
to be credited and tho neme of tho debtor; enter in column 
(a) the emount which is being deducted from the debtor's 
payment end spplied in liquidation of his indebtedness; 

and enter in column (oc) the schedule number of Form 1096 

wpon which the deduction is scheduled. The symbol and 

title of the approprietion which is to be credited shall be 
determined by exemining the code number entered in the 

sixth column of the Register of Indebtedness opposite the 
neme of the debtor. In the event more than one appropriation 
is to be credited, meke a separate ontry for each appropriea- 
tion 


Enter on the last lino of ACP+75 for the lot the total of the 
net payments for such lot. Such total shall include the 
amounts scheduled in favor of the Treasurer of the United 
States, as well as the amounts scheduled in favor of debtors, 
other puplaeautes and assignees. 


Propere ACP=76 as follows 


= 
Cv@ 


Prepare ACP~76 in triplicate (original on ACP-76 and 
two copies on ACP~76a). 


Make no entry in the space provided for the D. 0. Voucher 
Number. 


SE 


ae 


&e 


1. 


left-hand side of the form the name of the office in 


“forn is boing prepared in the State office in Ohio, 
enter the words "Ohio State Offico".- 


| Enter in the central pert of the form immediately below 


sions 


Enter in the second space in the upper right-hand 
corner immediateoly following the words, "Administre- 
tive No.", the administrative mumber shown on ACP-75. 


Enter in the space following the word "Office", on the 


which the form is boing prepared. For oxample, if the 


Enter in the spece following. the words "Prepared at" 
beneath the name of the office, the name of the city 
and State in which the form is being prepared. For 
example, if the form is being prepered in the Ohio State 
Office, enter the words, "Columbus, Ohio." 


Enter in the space provided therefor to ‘the right of 
the words "No. of applications", the number of applications 
for payment in the lot covered by ACP-76, 


the words "THE UNITED STATES, Dr., To: Persons named on 
atteched continuation sheet (Payecs)) ‘the neme of the first 
payee shown on the first shecot of ACP=-75 for the lot. If 
more than one name has been listed on ACP—/75, center the 
phrase "et al." after the namo cntcred on ACP~76,. If only 
one application for payment is listed on ACP~75 and the 
epplicant!s indebtedness equals or cxceeds the not payment 
due under the applicotion for payment executed by him, onter 
the neme of tho debtor but do not use the phrase "et al." 
after the debtor's name, Immodiatoly following the debtor's 
neme, make the following notations. "Check to be dravm to 
the Treasurer of the United States, account of indebtedness 
to United States." : fi 


Enter in the spaces provided therefor in the first Line of 
the cortification, the numbers of the first ond last pages 
of Forms. ACP=75 in tho sct.:. eatin 
Enter in the spaco following the word "aggrogating" ond 
following the dollar sign ($), the gross payment for all 
applications for payment in-the lot covered by ACP76, 
This amount will be the amount obtained from the adding 
machine tape or the slip of paper attached to NCR-230 for 
he, Lote 


Enter in the space following the words "Association expense 
at" in item (a) of the certification and on the line pro- | 
ceding tho percentage sign(%), the rate of county association @ 
expense deduction. This rate may be obtained from the top g 
part of ACP-75,. 


= 
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Saleh 
Enter on the same line as the entry under the preceding 
paregraph and immediately following the dollar sign CS) 


the totel amount of county association expense deductions 
for the lot. Such total may be obtained from the adding 


‘machine tape attached to NCR-230 for the lot. 


Make no entries in item (b) of tho eertification 
on the line entitled "Grants of aid,!! 


Enter in the space following the word Nlageregating" 
and after the dollar sign ($), the amount of the 
voucher. This amount will be the total amount shown 


-in column (da) of the lest sheet of ACP-75 for the lot. 


Enter’ in the space following the word "Title" the 

title of the certifying officer such as "Administrative 
Officer in Charge" or "Administrative Officer Acting 
in Charge," 


Enter in the space following the word "Date" the date 
of preparetion of ACP-76-5 


Enter in the space to the left of the date, the words "Appli- 
cents $ ," and insert in the blank space tho totel 
emount approved for all applicants end assignecs Listed 

on the related ACP=75. Immediately beneath such entry, 

enter the words "Treas. U.S. $ tt and insert in the 

blank space the total amount approved for the Treasurer of 


the United States. Immediately beneath such cntrics, 


enter the sum of such entrics. Determine thet such sum 
is edual to the emownt entered pursuant to paragraph n, 
above. 


Prepere ACP-22 as follows: 


Qe 


Prepare ACP-22 in septuple (original and six copies) 
listing thereon as many lots as are available, pro 
vided the lots so included do not cover more than 
300 payees. 


Enter in the space in the upper left-hand corner immediately 
above the words "Department or establishment", the word 
NAcriculture", 


Enter in the first space in the upper central pert imnediate- 
ly above the words "Bureau or office", the letters "A,A.A." 
and the name of the State office. For example, if the form 
is being prepared in the State office in Illinois, the entry 
would be "A,AsAs, I11. State Office". 


als 


.Enter in the second space in the upper right-hend 


name of the city and State in which the regional 


-the entry will be "Minneapolis, Minn." The regional 


‘month. . The nome of the month to be entered will be that 


‘Enter in the toird space in the upper right-hand corner 


Parser 


Enter in the second space in the upper left-hand 
corner immediately following the word "By", the 
name "G. F, Allen". 


Enter in the second space in the upper centrel part 
immediately above the words "Title or rank", the 
words "Chief Disbursing Officer", 


corner immediately above the word "Station" the 


disbursing office is located. For example, if the 
regional disbursing office is located in Minneapolis, 


disbursing offices for the States in the North Central 
Region -are located as follows: 


City States 
Chicago, Illinois Iowa, Wisconsin, Illinois, 
Indiana, and Michigan. 
Cleveland, Onio Onio: 
St. Louis, Missouri Missouri 
Minneapolis, Minnesota Minnesota, South Dakota 
Kansas City, Missouri Nebraska 


Enter in the third space in the upper left-hand corner 
immediately following the word''Period" the name of the 


of the month in which it is expected that the payments 
scheduled on the ACP-22 will be made. 


immediately following the words "Symbol No.", the 

symbol number of the assistant disbursing officer. The 
assistant disbursing officer upon request, will furnish 
the State office with the symbol number used by such office. | 


Enter in the fourth space in the upper left-hand 
corner immediatcly following the words "Bureau Schedule 
No.", the bureau schedule number. Obtain this number 
from the person in charge of the Payment Schedule Unit, 
who shall keep @ register of bureau schedule numbers. 
These numbers will be assigned to Forms ACP—22 con» 
secutivel: and in the same serics es that used for 
regular schedules. 


Enter in the fourth space in the upper right—hand corner, 
immediately following the word "Date!, the date of prepa- 
ration of ACP-22. 


; a 


Nhe 


O° 


de 


Se 
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Enter in the fifth Line immediate shy following tho 
words. "Appropriation or fund".the followings 


-”'1292215(21).031 6 & UALHDA,.1939 (AAA) (cP)", 


Eater in ne column entitled "Eureev. or Office 
Voucher No, the administrative nuudber shown on cach 
set of He ACP=76 for which ACPe22 is being prepared. 


After entering the administrative number for a set of 
Forms ACP~76 in the column entitled "Burecu or Office 
Vouener No.", enter on the seme Tine in the colunn 
entitled "Psyee" the name of the payee as shown on such 
set cf Forius ACP~76, . 


Enter to the right of the name in the column headed 
"Payee" the mamber of applications for payment in he 
lot. Obtain such mimbor fron ACP=75, 


Enter in the colunn entitled "Gro 


= 


oy s20unt" opposite 


QQ 
IS 
_ the nome in the column entitled MP oS reel the gross amount 
entered on AC@P-76, 


Enter in the column entitled Deduction! opposite the 
neme in the column entitled "Payec" the amount of the 
county assaciction oxpense entered on ACP-76. 


Enter in the column cntitled "Net Ancunt Due! opposite 
the name in the column entitled 'Payse! the anount 
of the net payments ontered on ACP="76, 


Obtain totels for the columns headed "Gross Anount!, 
"Deduction! and "Net Anount Duc! and er ee xx such totels 
at the botton of the form oppcsite the word "Total", 


Bhtcr in the space over the word "Title" at the botton 
of ACP~2e2 the title of the cortifying officer, 


Prepare Forn 1096 as follows; 


Qe 


Proparé Form 1096 in pete Verve and nine copies) 
for each set of Forms ACP-22 which cover vouchers on 
Which payments are scheduled in favor of the Treasurer 
of the United States. Type on one clear copy of such 
form the notetion "Forwerd to Records and Accounts 
Section, Agricultural Adjustnent Administration", 


Enter in the first line in the upper right-hand corner 
the schedule number. Assign 321 to the first set 
of forns, 38-2 to the next set of such forms, and 


‘ossign consecutive nmunbers to tho succeeding sets of 


. 


Ceo 


min, 


Pais es 


-forns. If more than one sheet of such form is used, 


mumber such sheets consecutively, beginning with No. l. 


Enter in the third line in the upper right-hand corner 
over the word "Date" the date the form is prepered. Er 


Enter over the words "Department or Establishment" the 
word "Agriculture", 


Enter over the words "Bureau or Office", the lotters 
"taA,A.A." and the namo of the State office. 


Enter efter the words "Made by" and over the word 
l'Yame" the neme "G, F. Allen''; enter over the word 
"Title" the words "Chief Disbursing Officer"; and 
enter above tho word "Station", the city and State 
where the Regional Disbursing Office is located. 


Enter immediately following the word "Period" and 
ebove the words "Month or quarter ended", the 
month during which it is enticipated that tne 
Disbursing Offics will handle the form. 


Enter the Disbursing Officer's symbol number in the 
space provided therefor. The Assistant Disbursing 
Officer will furnish the State office with the symbol 
used by such disbursing officer. 


/-Meke no entry in the column headed "D. 0. Voucher 


Number", 


Enter in the column headed "Bureau or Office Voucher 
Number" opposite cach appropriation to be entered in 
he next column the administrative number of the 
ACP=76 on which the scteoff is scheduled. 


Enter in the column headed "Appropriation ond/or Fand 
to be Credited", the symbol and title of the 
epprapriation to be credited, the name of the debtor 
in porentheses, and the State end county codes and 
serial numbor and the nome of the commodity contract 
out of which the indebtedness arose. The nomo of 

the commodity contract may be abbreviated. Such 
information shell be taken from the Register of 
Indebtedness. 


Enter in the column h.aded "Amount of Deductions", 
the anount of the set-off to be credited to the 
epproprietion appearing on the same line in the 
preceding column, 


B. 


wo» 15 om 


ms Enter in the column headed "Remerks" the nome of 
the Disbursing Officer and the Disbursing Officer's 
voucher number (s) under which the overpayment was 
made. Sch information shall be taken from the 
Register of Indebtedness. 


n. Enter the total of the Means listed in the column 
headed "Amount of Deduction" in the space provided 
therefor, - 


Oo. The original shall be signed by the certifying 
officer and his neme shall be typed on all copics,. 


pe Meke no entrics below tho signeture of the certifying 
officer. 

OVERPavcNT UNDER 1936 or 1937 AGRICULTURAL CONSERVATION PROGRAM, 
If it is determined that ar applicant is the same person.as the 
one whose name appears on the Register of Indebtedness, and if 
the entry in the third column of “the Register of Indebtedness 
indicates that such indebtedness erose by virtue of an overpayment 
under the 1936 or 1937 Agriculturcl Conservation Program, proceed 
in the manner set forth “in II, A, Supra, for meking set-offs in 
cases where the applicant's indebtedness arose by virtue of an 
Overpayment under a commodity contract, execpt - 


1. Prepare ACP+75 in quintuple (original on ACP+-75 and 
four copies on A0P~75a) instead of in sextuple since no 
copy is required for the Comptroller, 


2. Prepare Form 1096 in nonuple (original and eight copics) 
instead of in decuple since no copy is required for the 
Comptroller. 


3. The symbol and tities of the appropriation to be credited 
as shown opposite the payee "Troas., U.S." on ACP~75 
and as shown in the third column of Form 1096 shell be as 
follows: 


1936 ACP ~ 126/72215(21)2 6 & UALADA, 193641937 (Payments) (AAA) 
1937 ACP ~ 1282215(21)2, C & UALRDA, 1938 (AsA) (CP). 


4, unter: in the third column of Form 1096 the State and 
county codes and the serial number of the application 
for payment under which the cee nee was made instead 
of the State and county codes end scrial number of a 
comnodity contract, eerie by the designation "'36 ACP" or 
W'S? ACP"; as the case may bo, instcad of the abbreviation 
of a commodity contract. 


blips 
Upon ES se of a a copy of. noon 1096 from the Regional 
Disbursing Office, prepare Form ACP=28 as follows: 


a. Prepare AQP=28 in quadruple (origine el end 
three copies). 


b. Enter in the blank space oppsite the words "Name of 
Remitter! the name of the debtor. - 


c. Enter in the blank space opposite the words "Street 
or Box No." the strect or box mamber of the debtor, 
if known. 


d. Enter in the blenk space opposite the words "Post 
Office" the post office address of the debtor. 


e, Enter in the blank space opposite the word "State! 
the name of the State in which the debtor resides. 


f, Enter in the blank gpace opposite the words: Mapp Lie 
cent's Neme" the name of the ebtor. 


g,. Bnter in the blank space opposite the words WNature 
of Remittance" tha word "Set-ofi". 


h, Enter in the blank space opposite the words "Payable 
to "' the words "Treasurer of the United Sta a 


4. Amend the language in the next line feats te +o Form 
1044) to ae "Schedule No. of Standard Form 1096" and 
enter in the blank space opposite such words the schedulo 
number of Form 1096 on which tho set-off was credited. 


je Enter in the blank space opposite the words "De Oc 
Voucher No." the D. 0. Voucher Number of the ACPede 
on which the set-off wos scheduled ond enter in the 
space opposite the word "Date" the date of payment. 


k. Meke no entry in the blank space‘ opposite the words 
"Receipt No." 


1. Enter in the blank spaces opposite the words "State 
ond County Code No." and "Serial No.", the State 
and county code and serial number of the epplication for 
peyment under which tne ove PEE was madce 


m. Enter in the blank space opposite the eas "Date of 
Remittance"! the dcte of the check as shown on Form 1096, 


QQ 


n. nter in the blank space opposite the words "Remittance 
7. No." the: number of the check as shown on Form 1096, 


Oo. Enter in the blank space opposite the word "Amount!" the 
amount of the set-off, 


pe Enter in the blank space opposite the words "Certificate 
of Deposit No.' the certificate of deposit number shown 
on Form 1096, 


qe Enter opvositc the word "Date" the date of deposit as 
shown cn Form 1096, 


yr. Enter in the blank space Bc ette the words "Fund Creditcd'!! 
the symbol, 12 26/"72215(21)2 C & UALRDA, 1936-1937 (Payments) 
(AAA) or 1282215 (21)2, Cre , UALRDA, 1938 (AAA) (CP). 


Ss Indicate under the caption "Action Taken" the amount of 


the county association expense previously charged, the 
correct amount of county association expense to de 

charged, and the adjustment which is necessary in connection 
with county association expenses. 


t. The original and all copies of alia shall be signed 
by the ce ee Ola LOG. 


ue Forward the original of ACP-28 to the accountant 
and a copy thereof to the Records and Accounts Section, 
Washington, D. C. File cne copy of ACP=-28 with the 
State office copy of the 1938 application for payment in 
connection with which the set-off wos made. File the 
other copy in the case foldor for the 1936 or 1937 epplie 
cation for payment in connection with which the overpayment 
was mode. 


MENT UNDaR THE COTTON PRICE ADJUSTMENT PROGRAM,— If 
ast Siined “thot an applicant is the same person as the 
one WAO 80 name eppeers on the Register of Indebtedness, and 
ontry in the third column of the Register of Indebted- 
ness indicates thet such indebtedacss arose by. virtue of an 
overpoyment under re Oe Price Adjustment Program, proceed 


“in the manner set forth ‘in II, A, supra, for making set-offs 


in cases where the AC eeeerys ‘indoebtodness aroso by virtue 
of en Pode e wet under 2 CO Lu. od Lty contract, except = 


1. Propere ACP-75 in quintuple (original’on ACP~75 and 
four copies on sA0P-75e) instead of soxtuple, since 
‘no copy is required for 8, Comptroller. 


Lone 


2. Prepare Form 1096 in nomuple (origina al and eight copics) 
instead of decuple, since no copy is required for the 
Comptroller. 


3. If the overpayment was under the 1935 CAP the symbol and 
title of the appropriation to be entered opposite the payee 


"Treasurer of the United Stetes! on ACP+75 and to be ontcred 


in tho third column of Form 1096 shell be "12-2100(21)2 + 
Exportation and Domestic Consumption of Agriculturel Com— 
modities, Department of Agriculture, (Cotton Price Adjust- 
ment) (AAA) (Payments)", If tho overpayment was under the 
1937 G A P use the followirg symbol "12-2100(21)3, (1937 
OAP)". 


4, Enter in tho third column of Form 1095 the State and 
county codes and the svrial number of the application 
for cotton price adjustment peyment under which the overe 
peyment was made instead of the State end county codes 
end serial number of a commodity contract, preceded by 
the dosignation " '35 CAP" or " '37 CAP", whichever is 
applicable, instead of the abbreviation of the commodity 
contract. = ; 


MaNT SG. ON FOr CAP-3.—— Te it i Ls Poe that an 
applicent is the same person as the one whose nane appears 
on the Register of Indebtedness and if the entry in the third 
column of the Register of Indebtedness indicates that such 
indebtedness nrose by virtue of the failure to account for 
the distribution of cotton price adjustment payments on Forn 
AP~3, proceed in the manner sot forth in II, A, supra, for 
neking set-offs in cases where the applicant's indebtedness 
arose by virtue of an gs aie ee « in elon with a com 
modity contract, oxcept ~ 


1. Prepare ACP-75 in quintuple (original on ACP-75 and four 
copies on ACP-75a) instead of in sectuple, since no copy 
is required for the Soe ate 


2. Prepare Form 1096 in nonuple (original and eight copies) 
instead of decuple, since no copy is required for the 
Comptroller. 


3. The symbol and title of the trust fund to be entered 
opposite the payee "Treas. U. S.'! on ACP~75 and to be 
entered in the third column of Form 1096 shall be 
"128532 —- Deposits of Undistributed eopton Price Adjust~ 
nent Paynents", 


4. Enter in the third column of Form 1096 the State and 
county codes and the serial number of the zpplicetion 
for gotton price adjustment payment under which the 
indebtedness arose instead of the Stats and county 
codes and serial. number of a commodity contract, preceded 
by the designation " '35 GaP" instead of the apron eno 
of a Fay commodity contra Yok 


ioie APPLICANT: ‘INDEBTEZD TO FSA.—- If it is determined that an appli- 


cant is ; the same same: person as the one whose name appears on the 


. Register of Indebtedness and if the entry in the third column of 


the Register of Indebtedness indicetes that the indebtedness i 
duc to’an unpaid loen secured from the FSA, procecd in the 
eanner sect forth in II, A, supra, for making sct-offs in cases 
Where the opplicent's indebtedness arose in connection with an 
Overpeyment under e commodity contract, except ~ 


A. If the set-off is made A ena, to the applicant's request 
on ASAW372 propare Form 1096 in decuple (original and 9 
copies) but if tho set-off is alte pursuant to the Compe 
trolier's requost on C1110, Suoplement A, prepare Form 
1096 in undecuple (Original and 10 copies). In all FSA 
set-off cases, type on a clear copy of Form 1096 the fol- 
lowing notation ~ "Forward to Regionel Director, Farm 
security Administretion, (Address) _ « In such casos 
when the form is prepsred in decuplco, a copy will not be 
sent to the Comptroller, 


B. The symbol and title of the trust fund to be centered opposite 
the payee "Treas. U. S."' on ACP~75 and to be entercd in the 
third column of Form 1096 shall be 128128 - Deductions 
from Agricultural Conservation Payments, Ferm Security 
Adninistration, " 


C. Enter in the third column of Forn 1096 cay the symbol and 
title. of the trust fund to be credited and the none of the 
debtor in parentheses, 


De asnter in the last column of Form 1096 the notation "FSA Case 


No. ", shown on AAA»372 or C-1110, Supploment A. If 
the ene mamber is not available onter NESA Set-—Off', he 
namo of the disbursing officer and the disbursing officer's 


voucher number necd not be shovm in such cases, 


APPLIOANT INDMBT2D TO FCA, -- If it is determined that an oppli« . 
cant is the sane person es the one whose nane appears on the 
Register of Indebtedness, and if the entry in the third column - 
of the Register of Indebtedness indicates that the indebtedness 
is due to an unpaid loan secured from the FCA, proceed as 
follows; 


A. Proper e AP -25 as follows: 


a Pees ACP +25 in gasntople (original on ACP~25 and 
four’ pop ge on ACP~25a). 


ee knter in te upper peer Fe corner in the blank space 

' " ‘fo¥lowing the words "Bureau Voucher.No." the administra- 
“tive number. This number will be the State and county 
code followed by the lot number. . 


3. Delete the symbol end title of tne appropriation appears 
ing: immediately beneath the title of the form and insert 
in lieu thereof the following: 


"1292215 (21),031 ¢ & UaLRDA 1939 (AsA) (CP) ", 


4, Enter-in the blank space: following the word "Name!, the 
name of the debtor. 


5, Enter in the blank space following the word TOreiceriane 
letters "A.A.A." followed by. the name of the State office, 


6. anter in the space Pol auate the word "Address" the address 
£ the jem complete as to street and box number, | 


7. Entor in the space following ‘gts words "Prepared at", the 
address of the State office, 


8, Enter on-the next line in the blank spaces over the words 
"State!, "County", "Application serial number", the 
State and county codes end sericl number of the debtor's 
application for payment. 


9, Enter in column (1) the gross amount of the payment 
computed for the debtor. 


e 
10. Snter in column (2) the percentage of deduction for 
county associetion expenses and tho amount of such 
deduction. 


ll. Enter in column (3) the not omount due the debtor under 
‘the application for payment, executed by hin, 


12.° Make no entries in the remaining columns. 


13. The original shall be signed.:by the certifying officer 
who: snell affix his title in the space provided therefor 
and: insert the date cn which the form was certifiod. The 
name of the certifying officer, his title, and the date 
certified shall be typed on all copies, 


ha 


eye 


14. Make no entries beneath the cer.ification of the certify- 
ing officer. 


Do not prepare ACP-75, ACP-76, ACP-22, or Form 1096 for such 
cases, 

Upon recsipt of the application for vayment and ACP-25 

the Comptroller will determine whether a set-off is to 

be made. If the set-off is to be made, the Comotroller 
will refer the case to the Claims Division of the General 
Accounting Office for direct scttlomentm If the set-off 

is not to be made, the Comptroller will return the case 

to the State office accompanicd by a memorandum indicating 
that a set-off is not to be made and if C-1110, Supploment A 
has not already been forwardod to the State office, such 
form will accompany the Comptroller's memorandum. Upon 
reccipt of the case fron the Comptroller, cancel ACP-25 

by writing across all copics of such form except. the 
original the word "canceled", Prepare a memorandum to the 
Chief of Party of the General Accounting Preaudit Office 
advising’ hin that there is’ on file in the State office in- 
formation from the Comptroller indicating that a set-off is 
not’ to be made and requosting hin to withdraw his approval 
of AOP-25, Prepare ACP-75, ACP-76, and ACP-22 for such case 
im accordance with the regular procodure and forward to 

the General Accounting Preaudit Office the following: 


1. he, application. for payment 

2. AGP=75 

ON ACP-76 

4, ACP-22 

5. The original of. ACP-25 

6. The memorandum to the Chicf of Party | 
7. <Any other data which was, proviously submitted | 


to the Goneral Accounting Preaudit Office with 
such case. 


Staple a signed copy of the memorandum to the Chief of Party 
to a copy of the canceled ACP-25 and forward such forns to 
the State Accountant. Preparo a letter to the Chief of the 

Records and Accounts Section requesting hin to cancel the 
ACP~25 which was previously sent to hin and advising hin 
that the case is being scheduled in the ee nanner | 
since no set-off is to be madce | 


v. APPLICANT INDEBTED TO AAA AND FSA, 


A. 


VI. APPLICANT INDEBTED TO AAA AND FCA. 


A. 


both the AAA and the FSA, and that the anount of the net pay- | 


fey 2 sen 


AMOUNT OF APPLICANT'S INDEBTEDNESS 1 TO AAA EQUAL TO OR GREATER 


THAN NET PAYMENT.--If it is dotormined that an applicant is 
indebted to both the AAA and the FSA and that the amount of 
the net payment due the debtor under the application for pay- 
ment oxecuted by-hin is not in excess of the anount of his 
indebtedness to the AAA, disregard the indebtedness to the 
FSA as it relates to such applicntion for payment, and effect 


a set-off in favor of the AAA in the manner set forth in II, 
Supra. 


AMOUNT OF APPLICANT! S _INDEBTEDNESS TO AAA LESS THAN NET PAY- 
MENT,--If it is detormined thxt an applicant is indebted to 


nent due the debtor under the application for payment exe= 
euted by hin is greater. than the snount of his indebtedness 
to the AAA,: proceed as follows: 


i. Prepare the number of copios of ACP-75, ACP-76, ACP-2e, 
and For: 1096 specified.in III, sppra. 


wo 


. Schedule in the nanner set forth in II, supra, the entire 
ancunt of the indebtedness duc tho AAA. 


3. Schedule in the manner set forth in III, supra, as much of) 
of the indebtedness due the FSA as is wailable, after : 
deducting fron the net payment due the debtor under the 
application for paynont executed by him the amount of the 
indebtedness due the AAA. 


4. Schedule in the nanner set forth in II, supra, the dal= 
ance, if any, due the debtor under the application for 
paynent executed by hin, after deducting the indebtedness 
due the AAA and the FS.A. 


AMOUNT OF APPLICANT'S INDEBTEDNESS TO AAA EQUAL TO OR 


GREATER THAN NET PAYMENT,--If it is determined that an 
applicant is indebted to both the AAA and the FCA, and that 
the anount of tho net payriont duc the debtor under the 
application for paynent executed by him is not in excoss 

of the amount of his indebdtcdness to the AAA, cisregard the 
indebte¢noss to the FCA as it rolates to such application 
for payment, and effect a set-off in favor of the Aas 
the manner set forth in II, supra. 


AMOUNT OF APPLICANT'S INDEBTEDNESS TO Ad LESS THAN NET 
PAYMENT,--If it is detorninod that an applicant is indebted 
to both the AAA and the FCA, and that tho anount of the 

net payment due the debtor undor the application for pay- 


nent executed by hin is in excess of the amount of his in- 


debtedness to the AAA, proceod in the manner set forth in 


tv, 


supra. In a¢dition, prepare an administrative report on 


AD-42 as follows: 


on 
° 


Prepare AD-42 in quintuple (original and four copics 
Pp p 


Form AD-42 shall not be dated. 
Zater in the space following the words "The acconpanying 
account of"*the nane anc acdress of the applicant. 


nter opposite the words "Amount claincd" anc the words 
Manet for" the anount of the payment apprevoed for the 
applicant as shown in colunn (3) of Form ACP-25. 


Enter after the We ras. arene Chargeable" the synbol 
11292215(21).0810 & UALRDA, 1939 (AAA) (op)! 


The body of Form AD-42 shoul¢e reac. substantially as follovs: 


UAeoording to the records of th State 
cc of the North Central Division, (Era ie Ad jus t- 
Sau Aeninistration, thc above-described clainant is entitled 
to a paynent in the above-stated amount subject to a deduc- 
tion for his in@ebtedness to the Agricultural Adcjustnent 
Administration on Account of an overpayrient in the amount of 


(B) 
eB % 
ee 


Se ee MOT » Such overpayment was 
nade by ies Desbune ging Officer, D.0. 
Symbol Non Roy oS end c by D.O. Voucher No. under 
coacevon COTE . The clainant is also indobted 


to tho Farn Credit Administration. It is requested that 

B sct—o1t De -orfectce firs in favor of the Agricultural 
Adjustnent Administration and the anount thoroof crecited 

to appropriation onduthat theroaftor a set-off 
against the balance ee due the clainant be mate in favor of the 
Farn Crodit Administration, and that the romainder, if any, 
be issuce to the clainant." 


The nane and acdress of the fei teas officer shall be 
typed on oll copics of Form AD-42 except the originale 


Tho certifying officer shall initial the original anc one 
copy of. AD-42 beneath the words "Director of Finance", 


Attach the original anc three copics of AD-42 to Forn ACP-—25 


Ves 


anc the related application for payment before it is trans- 


nitted to the Gencral Accounting Preaudit Office. Retain the 


other copy of AD-42 in the State office, 


VII. APPLICANT If NDEBTED TO FSA AND F FCA. 

A, AMOUNT OF APPLICANT'S - TNDEPTEDNESS TO FSA SE EQUAL Tt TO OR GRE GREATER 
THAN NST “SAYIENT.--If it is dotornined that an ‘applicant is 
indebte eer. tho FSA and the FOA and that the anount of 
the net paynent cue the debtor under tile eppbagakies for pay- 
nont executed by hin is net in oxcess of the miount of his 
indebtoeness to the FSi, disregard the ISR to the 
FCA as it relatos to such application for payment end effect 
a set-off in favor of the FSA in the manier set forth in Daa 


supra 


B, AMOUNT OF APPLICANT'S INDEBTEDNESS TO FSA Less: THA! NET 


5 RRA ae aA GSN — 


PAYUEN NT.--1£ ==If it is determined that, an applicant is indebted 
to both the FSA and tho FCA, an? that tho ancunt of the net 
paynent due the Aebtor under the application for paynent 
oxecutec by hin is in cxcess of tho emovunt of his indebtecness 
to the FSA, vrocee* in the manner set forth in VI, B, supra 

except that there shall bo entered in AD-4e available cata | 
with respect to the indesteccness to the FSA instea*. of cata 
with rospoect to the indebtedness to the At. 


VIII. INDEBTEDNESS DISCOVERED AFTER APP: APPLICATION FOR PAVIENT CERTIFIED BY 
STATH COUMITTSS. 


A. NOTICE OF INDEBTEDNESS RECEIVED IN STATE OFFICE 4 AFTER . APPLICA 


eet fag nA aR I Sa AA SS PCy Sc aaa 


TION FOR PAYMENT 15. Ont REIFIED FO PIED FOR | “PAYMENT. 


1. Applicant indebted. to AAMA.--If the applicant is indebted 
t. the AAA and notice of such indebtedness 1s rosea in 
the State office aftor the application for paynent is 
cortifiee. for paynent, an effort shiuld be mace to prevent 
tho chock fron being delivered to tne applicant. If the 
checis can be intercepted it shoulc be returned to the 
Regional Disbursing Office. Thereafter, proceed as 
follows: 


a. Authorize the cancelation of the check. 


do. Prepare a cuwmy application for pay ynent including 
therein the sone ana Cata as that shown in the 
Shakers eb iuda eto Xe oan oF the original Spplication wos 
paynont, except thnt the seoricl nunber shall be 
followet. by the letter "A", The cucny application 
for paynent necd not be signed by he applicant nor 
appravedrby tie county conmittec. 


oc. * Usommecoipiwoi copy of Forn 1044 fron the Regional 
wie ursine Office, indicating that the check has been 


Ne 
eled and. the ee therefron deposited to the 
it of the approprintion, effect a set-off in faver 


ne 
TOUTE 
a 
CQL 


Ca 
cr 


———_—_ —-— — —- 
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of the AAA in the manner set forth in II, supra. 


d. When the dumuay application for payment and related forms 
are forwarded to the Generali Accounting Preaudit Office 
such forms shall be accompanied by a memorandum to the 
chief of party of the General Accounting Preaudit Office, 
setting forth the facts of the case and making appropriate 
reference to the original check and the schedule number 
ofthe Form 1044 on which such check was scheduled for 
cancelation and the certificate of deposit number and 

ate thereof. 


2. Applicant indebtod to FSA or FCA.--If the applicant is 


indebted to the FSA or FCA and a notice of such indebtedness 
is received in’ the State office after the application for 
paynont has been certified for paymont, no effort should be 
nade to prevent. the issuance or delivery of the check to 

vie Ppplicant. an, in such’ caso) check is roturned’ to 

the Regional Disbursing Officc,* prepare a menorandun to 

the Reeianal Disbursing Office on the reverse side of Forn 
1664A, requesting that the check be returned to the payee in 
view. of the fact that the indcebtcdness of the applicant docs 
not cone within the purview of: ithe Secretary's momorandun 

of March. 5, 1938, with respect to the making of set-offs. 


NOTICH OF IMDEBTEDNESS RECHIVED IN STATE OFFICE PRIOR 10 TIME 


APPLICATIO:! FOR Rh PAYENT IS IS Cut as FOR PAY ENT, —-If, because 


of an error in the Stato office, application tion for payment is 
eortiricoed tor payment aiter eae is reccived indicating that 
tho applicant is indebted to the United States, an cffort shall 
be made to intercept the check and have it returned to the 
Regional Disbursing Office irrespective of whethor the appli- 


cant is) indobtcd to theswihh, FSA; or FCA. 


1. Applicant indebted to AAA or FSA.--If the check issued to 
an applicant is returned to the Regional Disbursing Office 
because the applicant is indebted to the AAA or FSA, and 
it is @etermined that the State office had notice of such 

indebtedness prior to the timc the debtor's application 
for payment was certified for payment in the State office, 
PLoOcCCa Bs FOLLOWS 


z Authorize the cancclation of the check, 


db. .Propare a duany application for paymont including therein 
tic oon onstceCataeaise bunt shown in the State office 
copy of the original application for payment, cxcept 
thn, wne sorial nimber shall be followed by the lettor 
HAW, The dunmy application for paynent necda not be 
sig ae ae by the applicant nor anproved by the county 
Committec, 


2 Dete 


c. Upon receipt of a copy of Forn 1044 fron the Regional 
- Disbursing Office indicating that the check has been 
canceled and the proceeds therefron deposited to 
the credit of the appropriation, effect a set-off 
in favor of the AAA or FSA in the manner sot forth in 

II, supra, or ITI, supra, as the case may be. 


ad. When the dunny application for paynont and related 
forns are forwarded to the General Accounting Preaudit 
Office, such forms shall be accompanied by a nonorandun 
to the chief of party of the General Accounting Preaudit 
Office, setting forth the facts of the ense and making 
appropriate reference to the original check and the 
schedule nunber of the Forn 1044 on which such check 
was scheduled for cancelation and the'certificate of 
deposit numbor and date thercof.. 


Applicent indebted to FCA.--If the chock issucd to an 
applicant is returnec. te the Regional Disbursing Office 
because the applicant is indebted to the FCA and it is 
doternined that the State office had notice of such 
indebtciness prior to the tine the debtor's application 
for payiont was certificd in the State office, proceed 
as follows: 


a. Prepare a menorandum to the assistant disbursing 
officer on the reverse side of Forn 1664A requesting 
that the check be forwarded to the Clains Division 
of the General Accounting Office in ordor that a sot-off 
nay be effected in favor of the Farn Credit Adninistra- 
tion. 


b. Propare an adninistrative report on:AD-4e as follows: 


(1) Prepare or undated AD-4e in quintuple (original 
‘and four copies) 


(2) Enter opposite the words "The accompanying 
account of tho nance and address of tne applicant. 
(3) Enter opposite the words WAnount cloined" and 
the words "Approvec for" tho anount of the 
chock which was forvarded to the General Account- 
ing Office unless there was om orror in the 
nanount of the check, in which case enter opposite 
tho words "Amount clained" the anount of tho cheek, 
entor opposite the words "Differences explained 
below tho cifference betwoen the amount of the 
check and the correct amount due the applicant, 
and. onter opposite the worcs "Ayproved for" the 
correct anount due the applicant. 


f 
f 
; 


(4) 


= NY 


Dolete tho word "Cha argeable" after the 


word “appropriation” and enter in licu thereof 


the word "Charged", Entor opposite the words 
"appropriation charged" the synbol "1292215(21) 
2031 C&UALRDA, 1939 (AAA) (oP)" 


The body of AD-42 should reac substantially as 
follows: 


Waccording to ‘the records of tho 
stave Orgice, North Central. Division, Agricul tural 
Adjustnent Administration, check number 


was issued in favor of ade 
date of - Such check was issucd by 
the regional disbursing officer at 

Gider su. Ue synpol No, and was returned — 


to that office because the payce is indebted to the 
Farm Oredit Administration. The regional disbursing 
officer has been requester. to forward the above- 
deseribed check to the Claims Division of the 
General. Accounting Office in order that a sot-off 
nay be effected, since the indebtedness to the 

Farm Credit Administration cones within the purview 


“or the Order of tho Secrctarr of Agriculture, dated 


March 6, 1938, with respect to the naking of set-offs. 
The payee is entitled to the proceeds of the above- 
Cescri ued check subject to tho claim of the Farn 
Credit Administration. " 


Type the name and address of the certifying officer 
on all copies of AD-42 except the original, 


The certitying@otficer shall initial the original 
anc first capy of AD-42 under the words "Director 
of Hifancet. 


Forward the original and three copies of AD-42 to the 
North Central Division and.retain the other copy in 
iio: steve office Tiles. 


——— 


See 


IX. DISTRIBUTION OF FORMS. 


A, INDEBTEDNESS TO AAA, 


———— aaa 


1. Overpayment under connodi ty contract. 
n. Distribute ACP-75 as follows: 


(1) Forward the original and three copies to the 
Gonoral Accounting Preaucit Office. 


(2) Forward one copy to the State accountant. 
(3) Retain one copy in the State office filcs. 


(4) When a copy of Forn 1096 is returned from the 
Regional Disbursing Office with the certificate 
of Ceposit nunber and date of deposit shown 

heroon, forwarc. the State office copy of ACP-75 
to the Comptroller, Acricultural Adjustuent 
Adninistration, Washington, D. CO. 


(5) Whon a copy of ACP-75 is returned fron the 
Regional Disbursing Office forward such copy to 
the State accountante 


b. Distribute ACP-76 as follows: 


(1) Forward the original and one copy to the General 
Accounting Preaudit Officce 


(2) Forvard one copy to the State accountante 
c. Distribute ACP-22 as follows: 
(1) Forwarc the original and five copies (including 
the copy witn the notation "Forward to Records 


nnd Aecounts Section") to the General Accountin 
Proaudit Office. 


(2) Forvard the remaining copy to the State accountant. 


(3) When » copy of ACP-22 is returned fron the 
General Accounting Preaudit Office, forward such 
copy to the State accountante 


(4) When a copy of ACP-22 is returned fron the Regional 
Disbursing Office forvard such copy to the State 
accountant. 


d. Distribute: form 1096 as follows: 


(1) Forvard tho original and four copies (including the 
copy narked "Forward to Records and Accounts Section" ) 
to the Gencral Accounting Preaudit Office and retain 
five copies in the State office files. 


Bh 5 aa 


(2) The General Accounting Preaudit Office will 


forward ‘the original and three copies to the 
Regional Disbursing Office and the Rogional 
Disbursing Office will forward one copy to 
the Records and Accounts Section. 


(3) When a copy of ACP-22 is returned from the 
Goneral Accounting Preaudit Office distribute 
two cOiies Of Form.1096 as. follows: 


(a) Forward one copy to the Accounting and 
Bookkeeping Division, General Accounting 
Qffice, Washington, Buc. 


(0) Forward one copy .to the Division of 
Bookkeoping and Warrants, Treasury Departnent, 
Washington, D..C, 


(4) When a copy of Form 1096 is returned fron the 
Regional Disbursing Office with the certificate 
of deposit mynber and cate of deposit shown 
thereon, enter such data on the renaining copies 
of Forn 1096 which were retained in the State 


office and distribute such copics as followss 


(a) Forgvard one copy to the Office of Budget 
and Finance, Departnent of Agriculture, 
Wiateheneton, DD. Os 


(b) “Horvard one copy to the Comptroller, Agri- 
cultural Adjustment Adninistration, 
Washington, D. C. 


(c) Forvarc one copy to the State accountant. 
‘ i’d 


(@) "Roteain the renaining copy in the State office 
A TAVes. 


2, Ovorpaynent uncer the 1936 or 1937 Agricultural Conservation 


aig) 


Prosran. 


Qe 


Distribute ACP-75 in the mannor set forth in IX, A, 
1, a, supra, except that no copy shall be forwarded 
to the Comptroller. 


Distribute Forn ACP-76 in the manner set forth in 
Ion die deen, Supra. 


Distribute .ACP-22 in tho nanncr set forth in IX, A, 
i, Cs) SUbIos 


Distribute For 1096 in the.manner set forth in 
i.e, eure, oxcopt. that no copy shall be 
forwarded to tho Comptroller, 


Sear es 


Oe Overpaynont under 1935 or 1937 Cotton Price Adjustnent 
Progran.--Distribute ACP-75, ACP-~76, ACP-22, and Forn 
1096 in the nanner sot forth in IX, A, 2, SuUpTadre 


4, Failure to account on CAP-3 for Distribution of Cotton 
Price Adjustnont Paynents.--Distribute ACP-75, ACP-76, 
ACP-22, and Forn 1096 in the mannor sot forth in IX; 
A, 2, supra. ‘ 


INDEBTEDNESS TO FSA 


1, Distribute ACP-75 in the manner set forth in IX, 4, 1, a, 
SUpPTa. 


2. Distribute ACP~76 in the manner set forth in IX, A, l, D; 
supra. 


Distribute ACP-22 in the manner set forth in Ixy Ay Toe 
supra. 


wn) 


4, Distribute Form 1096 as follows; 


a. Forward the original and five copies (including the 
copy marked "Forward to Records and Accounts Section" 
and the copy marked "Forward to Farm Security Acministra- 
tion) to the General Accounting Preaudit Office and 
retain the other five copies in the State office files. 


be The General Accounting Preaudit Office will forward 
the original and four copies to the Regional Disbursing 
Office and the Regional Disbursing Office will forward 
one copy to the Records and Accounts Section and will 
forward one copy to the Regional Director of the 
Farm Security Administration. 


c. When a copy of ACP-22 is returned from the General 
Accounting Preaudit Office distribute two copies Ge 
Form 1096 as follows: 


(1) Forward one copy to the Accounting and Bookizceping 
Division, Goencral Accounting Office, Washington, 
iD) Ge 


(2) Forward one copy to the Division of Bookkeeping 
and Warrants, Troasury Department, Washington, D. OC. 


d. When a copy of Form 1096 is returned from the Regional 
Disbursing Officc with tho ecrtificate of deposit number § 
and dato of deposit shown thecroon, enter ‘such data om 
tho remaining copies of Form 1096 which wero retained 
in the State officc and distribute such copics as follows: 


(1) Forward one copy to the Offico of Budget and 
Finance, Department of Agriculturc, Washington, D. C. & 
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(2) Forward one copy to the Comptroller, Agricultural 
Adjustment Administration, Washington, D. C. 


(3) Forward one copy to the State accountant. 
(4) Retain the remaining copy in the State office file 


5. If the set-off is made pursuant to a request on AAA-372 
attach AAA-372 to the application for payment to which 
it pertains when such application for payment is for- 
warded to the General Accounting Preaudit Office. 


C. INDEBTEDNESS TO Foa, 


1. Distribute ACP—25 as follows: 


a. forward the original and two copics to the General 
Accounting Preaudit Office. 


b>. Forward one copy to the State accountant. 


c. Forward one copy to the Records and Accounts Section, 
Washington, D. ¢. 

d. When a copy of ACP-25 is returned from the General 
Accounting Proaudit Office, forward such copy to the 
State accountant. 


2, if a set-off is made. pursuant to a roquest on AAA-d7e2, 
attach AAA-372 to tho application for payment to which 
it pertains when such application for payment is for- 
warded to the General Accounting Preaudit Office. 


3, The Claims Division of the General Accounting Office will 
effect a sot-off in tho case and will prepare a settlement 
on Forn 39, The original and one copy of Form 3% will be 
forwarded to the Division of Disbursonent. The Division 
of Disbursement will mail to the payee the original of 
Forn 32 together with the check issued under the settle- 
nent. The Claims Division of the General Accounting 
Office will forward onc copy of Form 39 to the Office 
of Budget and Finance which office will forward such copy 
to the Records and Accounts Section, The Records and 
Accounts Section will prcpare three copies of AAA-367 
(which form is a true copy of the Certificate of Settle- 
nent, Forn 39) and will forward such copies of AAA-367 
to the Conservation Accounting and Procedure Section. 

One copy will be forwarded to the Comptroller and tho 
rouaining two copics will be forwarded to the Director 

of the North Central Division who will forward such copics 
temtho Stats oifices, Upon recciot of such copics, forward 
one copy to the State accountant and forward the remaining 
cony to the county office. 
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UNITED STATES DEPARTMENT OF AGRICULTURE a 
AGRICULTURAL ADJUSTMENT ADMINISTRATION ee een 
NORTH CENTRAL DIVISION. ba ee B PS Ni en 
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I, GENERAL INSTRUCTION, ———————— 


oc] 


k 
i Personnel, All cases involving returned United States Treasury | 
checks, refunds, end adjustments shall be handled by the clerks 

in the Clearence Unit. 


B. Definitions. As used in this Part VIb, the following terms 
suall have the following meanings; 


1. APPLICATION means an application for payment (NOR226 or 
NCR-227A) . 


ee APS means the Application for Payment Section in a State office. 


3. CHECK means a United States Treesury Check issued as a pay~ 
ment under an epplication. 


4, DISBURSING C¥FICEH meens the Regional Disbursing Office 
which mekes disbursements for a State office. 


5. REFUND means a remittance, other than a United States 
Treasury Check, such as a money order, cashier's check, ctc. 


6. SUMMARY means a summary of performance and the supplements 
thereto (NCR+220 and NCR~220A). 


7. TREASURER means the treasurer of a county association. 
| 
II. DETARMINATION OF aCCHPTABILITY OF CLAIMS, | 


Because of the administrative cost of handling claims, the 
filing of claims should be discoureged whenever the amount of | 
money involved is not substantial. Such claims as are received 
shall be allowed or disallowed on the basis of the instructions 
contained herein. 


A. Claims Which May Be allows Llowod.—-Claims based on the following 
may be allowed if properly substantiated; 


1. Death or Incompetency, Where a person who has mede an 
application dies or becomes incompetent. before receiving 


payment, a claim by any person eligible to receive such 
payment shall be allowed. 


Reo 
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4. 


~ on 


Mechanical Errors in APS. Where it is determined thet a 


mechenical error has been made in the APS and a claim 
is presented for the amount by which the correct payment 
exceeds the peyment made, such claim shall be allowed, 


Mechanicel Errors in County Office, Where a mechanicel 


error nes been msde in the county office ond a claim is 
presented for the amount by which the peyment computed 
after correction of such error exceeds the payment made, 
such claim shall be allowed, provided; 


a. A written report on such case is made by a designated 
representative of the State committee, wno has ine 
vestigated such case and which report shows conclusively 
that such error has been made. 


b. The allowance of such claim is recommended in writing 
by the county committee. 


c. The allowance of such claim is approved by the chairnan 
of the State committee or another member of the State 
committee designated by the chairna 


Reclassificetion of Land. Where an error has been made in 
the classification of land and a clain is presented for the 
enount by which the payment computed after correction of 
such error exceeds the payment mede, such claim shall be 
allowed, provided; 


a. A written report on such case is made by e designated 
ropresuntative of the State committee wno has investi- 
gated such case, which report shows conclusively that 
the land was improperly classified. Such report snould 
be based upon an inspection of the land involved, or, 


if an inspection of the land does not clearly show whetuer 


such land was vroverly classified, such report should be 
p = 9 


based upon affidavits and statenents by the person naking 


the claim, his neighbors or the farm reporter or cone 
munity connitteeman who inspected the land. 


be The allowance of such claim is recommended in writing 
by the county committee, 


ec, The allowance of such’clainm is epproved by the chairman 
of the State committee or another member of the State 
comnnittee designated by the chairman, 


Use of Improper Form, Where, cither as a result of an 
error in the Entry Unit of the APS or as a result of an 
error on NCR-222 or NCR-222h, an NCR-227 was prepared 
where en NCR-226 should have beén prepared, or vice versa, 
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and.a claim is presented for the correction of such error, 
such claim shall be allowed when proof of the error is 
established. If proof of the error cannot be established 
from information in the State office, a written report on 
such case shall be prepared by a designated representative 
of the State committee who shall have examined the records 
in the county office. Such report must show conclusively 
that the wrong form was used. 


Remeasurement. When an error in measurement has been made by 
a farm reporter and a claim is presented for the amount by 
which the payment computed after correction of such error 
exceeds the payment made, such claim may be allowed provided; 


a. It is found that the error in measurement is significant 
and will result in a substantial loss to the applicant 
if not corrected. 


b. A written report on such case is made by a designated 
* representative of the Stete committee who has investi- 
gated such case and which report shows conclusively 
that an error in measurement wes made and that the 

remeasurement is correct. 


ec. The allowance of such claim is recommended in writing 
by the county committee. 


d. The allowance of such claim is approved by the chairman 
of the State committee or another member of tne State 
committee designated by the chairman. 


Error in Division of Payment. Where an error has been made 


in the division of payment resulting in one party in interest 
receiving a larger share of the payment then that to which he 
is entitled, and a claim is presented by the party in interest 
underpaid, such claim may be allowed, provided: 


a. The amount of the overpayment is recovered. 


be. The allowance of such claim is recommended in writing 
by the county committee. 


c. The allowance of such claim is approved by the chairman 
of the State committee or another member of the State 
committee designated by the chairman. 


Erroneous Set-Off, Where a set-off has been erroneously 


made against the payment of any person, and a claim is presented 


by the person underpaid as a result of such erroneous set-off, 
such claim amy be allowed, provided: 


IIl. 


me AG. 
Se Sye ys: is determined that the set-off was made in error. 


“be. The allowance of such claim is recommended in writing 
by the county committee. 


ce The allowance of such claim is approved by the chairman 
of the State committee or another membcr of the State 
committee designated by the chairman, 


9. Submission of Summaries and Applications after Closing Date. 
The finel date for the acceptance of summaries shall be 
March 1, 1939, unless work in the State office has progressed 
to a point which in the opinion of the State committee warrants 
the establishment of an earlier date. Applications may not be 
accepted in the State office after March 1, 1939, or later than 
30 days after the date of mailing of an application to tne 
county office, whichever is later. An exception may be made 
of this rule if it can be definitely established that failure 
to submit ea summary or to return a signed application was not 
due to negligence on the part of the applicant. Summaries or 
applications submitted after the closing date for the acceptance 
thereof shall be treated as claims, and any such claim may be 
allowed, provided: 


‘a. It is accompanied by a statement signed by the applicant 
setting forth the fact that the submission of such 
summary or application after the closing date for the 
acceptance thereof was not due to negligence on his part. 


be The allowance of such claim is recommended in writing by 
the county committee, 


ec. The allowance of such claim is approved by the chairman 
of the State committee or another member of the State 
committee designated by the chairmen. 


B. Miscellaneous Claims. Claims which do not come within the 
classifications in paragraph A of this Section II may, at the 
discretion of the Stete committee, be trensmitted to the Director 

of the North Central Division for consideration. 


C. Closing Date for Acceptance of Claims. Except as provided in 
paragraph A, 9 of this Section II, the final date for the 
acceptance of claims shall be March 1, 1939, or not later than 
50 days after the date of issuance of the check undsr an ape 
plication, whichever is later. 


UNDERPAY MENTS, 


Ae Exanination: of: Clain,: 


1. Determine that there is a statement of claim in writing 
over the signature of the claimant. In the event the 


ea ge eee ee a 
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.. claim is based on a change in basic agricultural data 
“such statement of claim mst clearly set forth the change 
and the reason therefor, and should be accompanied by a 

properly prepared eee. In the event the claim is 
based on an erroneous set-off, determine that a proper ad- 
justment has been made in the appropriation credited with 
the amount of the erroneous set-off as evidenced by a 

copy of Form 1097 which has been returned by the General 
Accounting Office. 


2e Determine that the cleim is one which may be allowed under 
section II of this Part VIb. 


Disposition of Check or Refund.--If the check issued under the 
original application wes returned or the amount thereof refunded, 
euthorize the return of such check or refund to the payee and 
advise the payee that the acceptance thereof will not prejudice 
his claim for any additional payment to which he may be entitled. 


Preparation and Hendling of Corrected Application. 


‘.l. If the claim is found to be acceptable prepare a corrected 
application and, if necessary, a corrected computation 
sheet, and compute the payment due thereunder, ‘The cor= 
rected application shall bear the same serial number as 

the original application, followed by the letter "A", except 
where the claim is based on the use of an improper form. 

In the case of a corrected NCR-226, enter immediately to 

the left of the entries in Section IV, items 1, 2, 5, and 7, 
the amounts shown for such item on the bir foil application, 
and enter immediately to the left of these entries the 
differences between the corrected entries and the original 
entries. In the case of a corrected NCRe227A, enter ine 
mediately to the left of the entries in Section V, items 

2c to 7c, inclusive, and immediately to the left of the 
entries in column (h), the amounts shown for such items 

on the original application, and enter immediately to 

the left of these entries the differences between the cor~ 
rected entries and the Original entries, Thereafter, forward 
such epplication to the county office for the signature 

of the applicant and a member of the county committee. 

In all such cases a corrected application must be signed 

by the applicant and by a member of the county conmittcée, 
irrespective of whether the error which resulted in the 
underpayment was made in the county. office’ or in the APS. 


ees Uponereceipt of the corrected application from the county 
office, examine such application and compare it with the 
State office copy. If such application is found to be 
regular in every respect, schedule the amount of the ad- 
justment in the gross payment, the amount of the adjustment 


IV. 


De 


in county association expenses and the amount of the ad~ 
justment in the net payment in the regular manner except 
that each case shall be scheduled on a separate voucher. 


Certification of Adjustment Payment.—-Prepare a memorandum 

to the chief of party of the General Accounting Preaudit 
Office on Form NCR-128 and transmit such memorandum together 
with the corrected application, corrected computation sheet, 
if any, and related papers to the General Accounting Preaudit 
Office e 


OVERPAYMENTS, 
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Examination of Claim.-~In the event the claim is based on a 
change in basic agricultural data, determine that there are 
present a properly prepared summary and a statement over the 
signature of a member of the county committee, clearly setting 
forth the changes and the reason therefor, 


Preparation of Corrected Application.--Prepare a corrected com- 


putation sheet and application and compute the payment due there- 
under. The corrected application shall bear the same serial 
number as the original application, followed by the letter "A", 
except where the claim is based on the use of an improper form, 


Disposition of Check or Refund.-—-Do not mail the corrected 


application to the county office until the check issued under 
the original application has been returned or until a refund 
equal to the amount of the overpayment has been received. If 
the check issued under the originel application has been returned, 
euthorize the cancelation of such check. If a refund in the 
exact amount of the overpayment hes been received, schedule 
such refund for deposit to the appropriation against which the 
original payment was charged. If a refund in excess of the 
emount of the overpayment is received, schedule such refund 
for deposit to the Special Deposits Account. In all such cases 
the corrected application must be signed by the applicant and 
by a member of the county committee irrespective of whether the 
error which resulted in the overpayment was made in the county 
office or in the APS, 


Handling of Corrected Application and Completion of Case, 


1. Upon receipt of the corrected application from the county 
office, examine such application and compare it with the 
State office copy. If such application is found to be 
regular and if the check issued under the original appli~ 
cation has been canceled as evidenced by a copy of Form 
1044 (Schedule of Canceled Checks) which has been returned 
by the Disbursing Office, schedule the amount due under the 
corrected application in the regular manner except that 
each case shall be scheduled on a separate voucher. 
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ae Where the original check has been canceled, prepare a 
memorandum to the chief of party of the General Account ing 
Preaudit Office on Form NCR#128 and transmit such memorandum 

_ together with the corrected. application, corrected computa~ 
tion sheet, if any, and related pepers, to the General 
Account ing Preaudit Office. Se 


HS, Where a refund. Has been made or a  setioft, has been effected 


in the exact amount of the overpayment, attach a statement 
to the corrected application indicating thet an appropriate 
adjustment has been’ made Pod file m.ch SPUr Actas, application 
in ‘the APS. 3 


4, Where a refund has been made in excess of the amount of the 
overpayment, authorize. the. transfer of the amount of the 
overpayment from the Special Deposits Account to the ap- 
propriation ‘against which the original payment was charged 
by use.of Form 1046; euthorize the return of the amount of 
the refund in excess of the overpayment to the payee by use 
of Forms 1047 and 1048; attach’a statement to the corrected 
application indicating that an eppropriate adjustment has 
been made; and file the: correctéd application in the APS. 


Ser) EN. any. case. “involving an overpayment. as: soon as a satisfactory 


adjustment has been meade, withdraw two copies of ACP-23 and 
indica te, thereon under "Action Taken"-the amount of county 
association expenses previously charged if the original 

check has been canceled or indicate thereon under "Action 
Token" the amount of county essociation expenses previously 
cherged, the correct emount of county association expenses and 
the difference between such amounts if a refund or a set-off was 
made. Forward one copy of ACP=28 to the State accountant 

with a copy of Form 1044.and forward the other copy of ACP-28 
to the Records and Accounts Section, Agricultural Adjustment 
Administration, Washington, D. C. 


V. RETURNED CHECKS. 


Ae 


Be 


Period of Retention of Undelivered Checks. Checks forwarded 
to the treasurer must’ be’ delivered within twenty-one days after 
receipt thereof or returned to the Disbursing Office. If a 


_ check is not claimed within ninety days after the first day 
of the month next following the month during which such check 


was issued, it will be forwarded to the Check Section, Records 


Division, General Accounting Office, where it will be retained 


until the end of the fiscal year next following the fiscal 
year during which the check was issued unless claimed prior to 


_ that time. Thereafter, the check will be deposited in the 
United States Treasury to the’ credit of a trust fund account 
entitled Nout standing Liebilities." 


Notification Préri Disbursing’ OEfteD. of emer Checks. When 


a check is received in the Disbursing Office, the Disbursing 
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Office will prepare Form 1664—A showing thereon the name and 
address of the payee, the county code and the application serial \ 
number, the check number, date of issuance, and amount of the 
returned check, and the Disbursing Officer's symbol number and 
voucher number, The original and three copies of *orm 1664~A 
will be forwarded to the State office, Such form shall be filed 
in alphabetical order pending determination as to the proper 
disposition of the check. If a check is returned to the State 
office rather than to the Disbursing Office, forward such check 
immediately to the Disbursing Office. When Forms 1664~A are 
received in the State office, prepare A(CP=28. 


C. Cancelation and Redelivery of Returned Checks, 


1. Disbursing Office Error. If e check is returned because 
the amount thereof or the name of the payee thereon does 
not egree with that. shown on ACP~75 on which the payment 
was listed, forward such check immediately to the Disbursing 
Office with a request thet a corrected check be issued, In 
such case, Form 1044 need not be prepared, 


2. Overpayment. If a check is returned because the amount 
thereof is more than that to which the payee is entitled 
and such incorrect emount was not due to an error in the 
Disbursing Office, authorize the cancelation of such check 
by use of Form 1044 if the check is held in the Disbursing 
Office or by use of Form AAA-~375 if the check is held in the 
General Accounting Office. Indicate the action taken on 
Form 1664~—A. 


3. Underpayment or Failure to Deliver Check, If a check is 


returned because the amount thereof is less than the 

emount to which the payee is entitled or because of failure 
to deliver such check within the 2l-day period, or if a 
check is returned by the post office because of insufficient 
or incorrect address, and if such check is being held in the 
Disbursing Office, authorize the return of such check by | 
use of Form 1664—A upon receipt of a claim therefor over | 
the signature of the payee, showing his present address. 
In such cases if the check hes been forwarded to the 
General Accounting Office, authorize the return or re- 
issuance of such check by use of Form AD~42, 


4. Payee Deceased or Incompetent.--If a check is returned 


because the payee is deceased or has been declared in- 
competent by a court of competent jurisdiction, authorize 
the cancelation of such check by use of Form 1044 if the 
check is held in the Disbursing Office or by use of Form 
AAAR-375 if the check is held in the General Accounting 
Office, Indicate the action taken on Form 1664-A, 


VI. LOST CHECKS, If the State office is notified that a check has been 
lost, stolen, or destroyed, such notification shall be forwarded 
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immediately to the Disbursing Office, The handling of such cases 
comes within the exclusive jurisdiction of the Treasury Department 
and appropriate action will be taken by the iiaaw Office to 
effect settlement of such cases. 


VII. REFUNDS, 


. Ae Examination, Remittances received in the APS should be in 

the form of postal money orders, certified checks, or 

| . cashier's checks. Examine any such remittance to determine 
thet it is properly deted, that the written and numerical’. 

; amounts thereon gauge and that such remittence is negotiable 

| in form. All remit*ances should be drawn in favor of the 

‘ Preasurer of the Umited States, but if a remittance is drawn 
payable to the "North Central Division" or to the "Agri- 
cultural Adjustment Administration", or to the "Department 
of Agriculture" or in a similar impersonal manner, it may, 
if otherwise negotiable, be accepted and endorsed with a 
rubber stemp es follows: 


"Pey to the Order of 
The Treasurer of the United States, 
- Division of Disbursement, Treasury Department, 
North Central Division, AAA, U.S. Department of Agriculture. 


State Office " 
Remittances drawn payable to some person other than the Treasurer 
of the United States or remittances which are not negotiable in 
form must be returned to the remitter through the county com- 
mittee with a request that a new remittance, negotiable in forn, 
and payable to the Treasurer of the United States be submitted, 


Be Disposition of Remittence. Under no circumstances shall a 
remittance be retained in the State office longer then 
two days. If a remittance is found to be unacceptable 
or is found to be not due from the person for whom the 
remittance is made, such remittance shall be returned to 
the remitter through the county office. If a remittance 
is found to be accepteble, prepare ACP-28 in connection 
therewith and schedule such remittance on Form 1044 and 
forward to the Disbursing Office for deposit. If the re- 
mittance is for the exact amount of an overpayment, such 
remittance shall be scheduled on Form 1044, used as a 
schedule of coltections, for deposit to the appropriation 
ageinst which the overpayment was charged. In the event 
the remittance is in excess of the amount of the overpayment 
or if the reason for the remittance is not known, such re~ 
mittance shall be scheduled on Form 1044, used as a schedule 
of collections, for deposit in the Special Deposits Account. 
In such cases, when the exact amount of the overpayment is 
determined or when the reason for the refund is determined, 


authorize the transfer of the proper amount of the remittance 
fron the Special Deposits ‘Account to'‘the proper appropriation 
by use of Form 1046 and ‘authorize the ‘return of any amount of 
the remittance in excess of the overpayment’ tothe remitter by 
use of Forms 1047 and 1048. If it develops that a remittance 
was not honored when presented for payment, the Disbursing 
Office will return the dishonored remittance to the APS 
together with two copies of Form 1044, used as a schedule of 
uncollectible checks. In such cases, one copy of Form 1044 
should be signed by the certifying officer and returned to 
the Disbursing Office as a receipt for the returned remittance. 
The uncollectible check should be returned to the remitter 

and immediate steps should be taken to secure a remittance 
which will be honored when presented for payment. Thereafter, 
prepare Form ACP-24 in connection with such uncollectible 
check. When a collectible remittance is received, insert 

a notation on the Form 1044 on which such collectible re- 
mittance is scheduled indicating that the remittance represents 
the recovery of the amount of the uncollectible remittance 


previously scheduled on Form 1044, Schedule of Collections, 
Schedule No, : 


VIII. DEATH OR INCOMPETENCY . 


A, Examination of Claim.. If in the examination of a claim it is 


found that it cannot be approved, address a letter to the county 
committee setting forth the reason for disapproval and where 
possible suggest what corrections or additional information 

will be required before further consideration may be given to 
the claim. If Form 1055 was not submitted in duplicate, a 

copy thereof should be prepared for the APS files. 


il. Claim by Executor, Administrator, Guardian, or Committee. 


a. Determine that the claim.is submitted by the 
representative of the estate on Form 1055. 


b. Determine that paragraphs 1, 2, 4, 5, and 
6(3), when applicable, of Form 1055 have been 
properly executed. . Subparagraphs (a) to (i}, 
inclusive, of paragraph 6, the affidavit of 
corroborating witnesses and the certificate 
of the notary public need not be executed in 
cases where the date of death or declaration 
of incompetency and domicile are shown in the 
letters of authority. 


c. Deternine that the representative of the estate 
had signed in the space provided for the signature 
of the applicant following paragraph 6(j). 
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d. Determine that Form 1055 is supported by a short 
form certificate of a ‘certified copy of the 
letters of authority of the representative of 
the estate who has filed the claim. In those 
cases where the order of appointment was made 
more than one year prior to the date when the 

_ voucher will be presented to the General Ac- 
counting Preaudit Office, such order must be 
supported by a certified statement over. the 
Signature of the judge or the clerk of the court 
which issued such letters to the effect that the 
letters of authority are still in full force and effect. 


Claims by Heirs or Creditors in Cases Where There Is No 

Administration of Decedent's Estate. 

& Determine that the claim is submitted on Form 1055, 
Such form mast be completely executed al for 
paragraphs 3 and 5 ORREOTs 


be Determine that the eatin thot the Government check 
does not exceed $500.00. If the amount of such 
check is in excess of $500.00 settlement cannot 
be made on the basis of Form 1055 alone. In such 
cases administration of the decedent's estate will 
be required and settlement will be made with the 
administrator or executor of the decedent's estate. 


c¢, If the claimants include a widow and minor children 
and creditors having preference under the provisions 
of State law and there is doubt as to which of such 
creditors has preference over the other under the 
provisions of. State law, make no settlement on the 
case until Form ACP-73, "Waiver of Right to Claim 
Agricultural Conservation Payment(s)", has been 
properly executed by the preferred creditor or by 
the widow for herself and on behalf of the minor 
children. Upon-receipt of a waiver from either of 
such parties, settlement may be made in favor of 
the other, 


d. If the claimants include only heirs of the estate, 
Form 1055 should be examined to determine if the 
funeral expenses of the decedent have been paid or 
if there is any outstanding claim. against the estate 
which has priority over the cleims of heirs. If 
Form 1055 shows that the funerel expenses have not 
been paid and a waiver of claim from the undertaker 
has not been furnished, the amount which otherwise 
would be due the estate of the decedent shell be 
reduced by the amount of the unpaid funerel expenses, 
which amount will be subject to the claim of the 


ay. 


be 
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undertaker, If Form 1055, indicates. that the funeral 
expenses were padd by. someone. other. than the claimant 
from the petsonal funds. of. the payer thereof, anda 
waiver of claim from stich person has not bem furnished, 
the amount which otherwise would be due the. decedentts 
estate shall be reduced by the amowmt of the funeral 
expenses paid by such person, which amount will be 
subject to the claim of the person paying the funeral 
expenses, Similarly, the amount which otherwise would 
be due the decedent's estate shall be reduced by the 
amount of any unpaid claim of the decedent's estate 
having priority over the claims of heirs under the 
laws of the State in which the decedent was domiciled 
at the time of dee wth, which amount will bel‘subject to 
the’ cla aim of. “such preferred, creditor. 


eee thet the. claimant is the person entitled to 
the proceeds Die the Government checkior.a part thereof, 


“under the Laws. OF. ‘descent, ond distribution or the lavys 


relating to the priority of the claims of creditors 

in the State. in.which the decedent hed his. domicile 

at the time of death, In: the . event the decedent was 
domiciled at ‘the. time of his death in a State for which 
& brief of laws of descent and distribution and a brief 
of the laws relating to. the priority .of claims of 
creditors are not on Ale win: the State office, Form 
1055 should be tra ansmitted. to. the Director of the 

North Central Division with the request that the 

State office be notified whether the:claiment is 


entitled to the proceeds of such cho a 


Lien examine hon, of. Form. 1055 iapalae tes that several 
persons are entitled. to .a,share of the-decedent's 
estate either as. heirs. or as creditors, payment may 
be certified only to such persons listed’,thereon who 
signed Form 1055 and only in the amount~of such 
persons! shares ‘unless Form 1085 is signed by a 
trustee for the heirs end a 4 properly executed Form 
AAA~378, Trust Agreement, or comparable:.form is 
attached, in which event, the pa wymnent due the heirs 
may be certified in eae of the trustee in his 
representative capacity. If Form 1055 is’ signed by 
an agent of an heir and a properly executed power 
of attorney is attached, payment may. be. certified in 
favor of the hein... ‘ 


Determine that the age, of the oA Be aidan ‘is, shown 
on Form 1055, If a wa iver of claim is submitted by 
& person who otherwise would. have. shared in the 


eseiscortl we determine thet such: person is: of. legal oge. 


(See brief of State laws ralat ing to ove age.) 
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he. If claim is made he: a person who is not of legal age, 
determine that letters of guardianship have been sub- 
mitted with Form 1055 or that a statement has been 
submitted in the form of an affidavit by a person 
acquainted with the minor to the effect that such 
minor is accustomed to the payment and receipt of 
monies and that he is competent to receive the pro- 
ceeds of such check or that a statement has been’ sub- 


mitted in the form of an affidavit by a person showing 


that such minor is in his care, custody, or control; 
his relationship to such minor; and that the proceeds 
of such check will be uscd for the maintenance and 
support of the minor, — 


3e Claims by Spouse of Incompetent Where No Guardian Is 
Appointed. ' 


@. Determine that the cleim is meonie tea on Form 1055. 
Such form must be completely executed except ror 
paragraphs 3 and 5 thereof. _ 


b. Determine that the smount of the Government check 
does not exceed $100.00. If the amount of such 
check is in excess of $100.00 settlement cannot 
be made on the basis of Form 1055 alone.. In such 
cases letters of guardianship will be required 
and settlement will be made with the guardian, 


Disposition of Check. Determine that the check issued to 
the deceased or incompetent payee under the original 
application for payment has been canceled. Evidence 

of the canceletion of a check may be in the form of an 
accomplished copy of Form 1044 or an accomplished copy 

of AAA~375. 


Preparation of Vouchers. If the claim submitted on Form 
1055 is found to be regular and the original check has 

been canceled, schedule the amount cleimed not in excess 

of the amount due in the regular manner, except that 

each case shall be scheduled on e separate, voucher, 

Where there is more than one person entitled to share 

in the estate of the decedent, separate payments shall 

be certified to each claimant entitled to share in the 
estate in the amount of each such person's respective share 
unless the claimants have joined in naming a trustee for 

the purpose of receiving and distributing the payment, in 
which case payment shall be certified to the trustee in 

his representative cepacity. If the claimant in whose favor 
payment is being certified is an heir or a creditor of an 
estate, the payment should be certified to him in his indi- 
viduel capacity. For exemple, if payment is being certified 
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in favor of John Jones who is an heir of the John Doe Estate, 


his name. should. be, listed on the voucher as John Jones and no 
‘reference need be.made to..the!fhot. that he is.en heir of the 
John Doe Estate. If the claimant. in. whose favor payment is 

_ being certified is a representativeof;anséstete, the payment 
should be certified in favor.of such representative in his 


representative capacity, -For.example, if payment is beine 
certified in favor.of John. Jones.wae is administrator of the 
John Doe Estate, his name-should. be listed on the voucher 

as John Jones, administrator of the estate of John Doe. 

If the claimant is claiming as a widow or heir-and as custodian 


of minor children of the decedent, payment should be certified 


to "Mary Doe for herself and as custodian of James and Margaret 
Doe, minor children of John Doe, deceased". If there are 

more than two minor children, payment should be certified 

to "Mary Doe for herself- and as custodian of the minor children 
of John Doe, deceased." If the claimant is a minor who has 
been emancipated, that is, there is presented an affidavit that 
the minor.is capable of nendling: his own business effairs and 
hes done so, payment.should.be certified. to him in his indivi- 
dual capacity. If the: claiment isthe; spouse’ of an incompetent 
payment should be certified to "Mary Jones, wife of and for 

the benefit of John Jones, incompetent Mciznsie. «° 


Certification of Adjustment Payment. Prepare a-memorandum to 
the Chief of Party of. the General Accounting Preaudit Office 
on Form NCR-128 and transmit such memorandum, together with 


the originel of Form 1055 and. related documents end the vouchers 


prepared in connection therewith, to the General Accounting 
Preaudit Office. \File the copy of Horm 1055 in the APS File. 
In the event the original check.was canceled by the General 
Accounting Office, pursuant to, a request on Form: AAA-375, pre= 


pare a true copy of: Form AAA-375. from the copy of such form wnaich 


wes returned by the. Records Division of the General Accounting 
Office and attach the copy of such form which was returned by 
the General Accounting Office showing that the check has been 
canceled to Form 1055,... The. true copy.of Form AAA+375 should be 
retained in the State office in lieu of the copy of such form 
which was returned by the Records Division of the General 
Accounting office, 


Words and Phrases. ‘See Supplement No. 6 of .NCR-Stete 108 
for brief explanations of various terms used in connection 
with death and incompetency cases. teat 


Brief of State laws for-Use in settlement of ‘Death and In- 
competency (@ses. . See Supplement No. 6 to NCR-State 108 for 
brief of State laws for use in settlement of death and ine 
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REPARATION, EXAMINATION, AND DISTRIBUTION OF FORMS, 


Form ACP-28, Official Receipt, 
1. Purpose of Form. Form ACP-28 is used to receipt for a re- 
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turned treasury check or other remittance end to notify the 
State accountant and the Records and Accounts Section of ad~ 
Justments in county association expenses. 


&- Preparation of Form, 


jet, Prepere ACP~28 in Quadruplicate (original and 
two copies on ACP-28 end one copy on ACP-28a). 


b. Enter in the spaces provided therefor 


(1) The name and complete address of the remitter 
(the person who returned the check or wno 
submitted the refund). 


(2) The applicant's name, 


(3) The nature of the remittence (U.S. Treasury 
Check, certified check, money order, etc.) 


(4) The peyee's name (In case of 2 U.S. Treasury Check, 
the name of the payce shall be the neme on the ree 
turned check end in the case of a refund such name 
Shall be the neme of the payee on the remittance.) 


(5) The D. 0. Voucher Number of the voucher under which 
the payment was made and date of such voucher. 


(6) The receipt number, if the remittance is other than a 
U. S. Treasury Check. The first remittance other than 
@U. 5. Treasury Check shell be numbered "38-1" ang suc 
ceeding remittances shall be numbered NBB-o", NBR SM, 
etc. Do not assign receipt numbers to Forms ACP~28 pre- 
pared in connection with returned treasury checks, 


(7) The State and county code and serial number of the 
application. 


(8) The dete, check or remittance number, and the amount 
of the remittance, 


c. The certifying officer shall sign ACP~28A in the space 
provided for the signature of the officer in charge and 
such form shall then be forwarded to the remitter. The 
Originel and copies of ACP~28 shall be filed pending dis~ 
position of the remittance, 

ts 


Completion of ACP-28 after Disposition of Remittance, 


La) 


& If a returned check is authorized to be returned to the payee, 
enter under the heading "Action Taken" the notation "See at- 
tached form" and attach to the Original and two copies of ACP- 
28 a copy of Form 1664-A or a copy of AD-42, whichever was used 


Distribution of ACP-28, me | 
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in authorizing ‘the return Ee ‘such. Gndate File all 
copies of ACP-28 in the ‘APS. 


If a returned check has been canceled, enter under 

the heading "Action Taken" the notation "See attached 
form" and attach to the APS copy of ACP~28 a copy 

of Form 1044 or a copy of AAA-375, after such form 

has been returned from the Disbursing Office or the 
General Accounting Office, as the case may be, indicat— 
ing that the check has been canceled. Enter under the 
heading "Action Taken" the certificate of deposit num- 
ber, the date of deposit, and the fund credited in the 
spaces provided therefor, Enter in the body of ACP-28 
the amount of the county essociation expenses previously 
cherged, Also, indicate what part, if any, of tne 
original payment is reclaimable. Distribute the copies 
of such form as set forth in subparegreph 4 of tnis 
paregreph A. 


If a refund equal to or in excess of the amount of an 
Overpeyment hes been scheduled, enter under the 

heading "Action Teken" the notetion "See attached fonm{s) 
and attach to the APS copy of ACP~28 a copy of any form 
used in effecting disposition of the remittance. Enter 
under the heading "Action Teken" the funds credited in the 
Spaces provided therefor. Enter in the body of ACP—28 the 
amount of the county association expenses previously charged, 
the correct amount of county association expenses and the 
difference between such amounts. Distribute the copies of 
form as set forth in subperagraph 4 of this paragraph A. 


Where a set-off mede to cover the amount of an over- 

peyment has been scheduled, enter under the heading 

"Action Taken", the notation "See attached form(s)" 

end attach to the APS copy of ACP-28 a copy of Form 

1096, returned from the Disbursing Office. Enter under 

the heading "Action Taken" the certificete of deposit 

number, the date of deposit, and the fund credited in 

the spaces provided therefor, Enter in the body of 

ACP-28 the amount of county association expenses pre- : 
viously charged, the correct amount of county association . 
expenses, and the difference between such emounts. 


Distribute the copies of such form as set forth in sub. 4 
paragreph 4 of this paragraph A. . | 
he certifying officer shell sign the original and | 
One copy of ACP—28. 
¢ 


Foward the original to the State accountant. 


ie a Reed; Forward @ signed copy. to the Records and Accounts 
| Section, Agricultural Adjustment Administration, 
Washington, D. CO. 


| ce File the unsigned copy in the APS files together 
with the forms used in effecting disposition of the 
remittance, 


Be Form 1664-A, Notice of Check Returned. 
| 1. Purpose of Form. Form 1664—~A is used to notify the 


State office of the receipt by the Disbursing Office 
of a returned check. 


) ee Completion of Form, 


a Check the applicable box to indicate the disposition 
to be made of the returned check, 


be If the check is to be remailed to the payee type 
the name and present address of tne payee in the 
box provided therefor, 


ec. The original and secand copy shall be initialed 
and ths first copy signed oy the certifying 
officer. The title of the certifying officer 

i and the dats of signature snall be typed on the 

Original and all copies, 


JAtetiliSur.outton OL Form, 


Disbursing Office, 


@. Forwerd the original and first two copies to the 


Db. File the third copy with the APS copy of ACP-238. 


C. AD-42 — Administrative Report, 


— 


lL. . Purpose of Form. AD-42 is used to request the Gen~ 
eral Accounting Office to return a check to the payee, 


om Preparation of Form, 


@. Prepare AD-42 in quadruplicate (original and three 
copies). 


be. After the word "of" insert the name and eddress of 
the claimant. 


Ce Insert the amount claimed in the spece provided 
therefor. This amount snall be the amount which 
is claimed by the applicant or in the absence 


Se 
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of a definite claim by the applicant it shall be 
the amount of the check which is being retained 
by the General Accounting Office. 


Enter after the words "Approved for" the amount 

which is properly allowable to the cleiment. Such 
amount will usually be tne amount of the check which 
is being held in the General Accounting Office, aa 
there is any difference between the amount claimed 
and the amount approved, such difference shall be 
entered after the words "Differences explained below" 
and en explanetion of such difference shall be set 
forth in the body of the form. : 


Delete the word "Chargeable" and insert in licu 
thereof the word "Charged." Enter after the word 
"Charged! the symbol and title of the appropriation 


to wnich the emount epproved has been cherged. 


The body of the form should read substentially as 
follows: 


taccording. to the records of the ___ aaa 
State Office, North Centrel Division, Agricultural 
Adjustment Administration, check number 
in the amount of , dated 
issued by G. F. Allen, Chief Disbursing Officer, in 
connection with 1938 application No. 
through the Regionel Disbursing Office at 
under symboi number ,» was returned to the 
tegional Disbursing Office and forwarded by that 
office to the General Accounting Office under date 
of .-, ‘There is attached hereto a state- 
ment of claim signed by the payse requesting the 
return of this check and indicating the payee's present 
eddress. The payee is still entitled to the proceeds 
of this check." } ; 


The certifying officer shall initial the original end 
first copy of AD-42 below the words "Director of 

Finance"! and the full neme and address of the certify— 
ing officer shall be typed on the first copy of AD-42, 


Distribution of Form. 


Ge 


Forward the original and two copies together with the 
statement of claim to the Director of the North Centrel 
Division, © 

File the third copy with the APS copy of ACP-28. 


=, 
= 


a 
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| Cc. Upon receipt of a copy of the letter used in trans-— 
. mitting the check from the General Accounting Office 
: to the payee, file such letter with the APS copy of 
| ACP=23. 


D. Form 1044, Schedule of Canceled Checks, 


| l. Purpose of Form. Form 1044 is used to schedule United 
| States Treasury Checks held by the Disbursing Office, 
for deposit to the appropriation against which such 

| checks were drawn. 


2. Preparation of Form. 


Qe Prepare Form 1044 in septuple (original and six copies). 


b. Delete the word NnCOLLECTIONS" in the title and 
insert above such word the words "CANCELED CHECKS", 


ce Enter.the State end county code above the words 
"Schedule of Canceled Checks", Do not schedule 
checks from more than one county on one set of Forms 
1044. Do not schedule checks issued in connection 
with different aporopriations on the same schedule. 
Do not schecule checks dated prior to July 1, 1938, 
on the same schedule with checks issued on or efter 
July 1, 1938. | 


d. Enter in the first line in the upper right~—hand 

corner the schedule number, Assign No. "38-1" to 
| the first set of forms and assign consecutive numbers 
to succeeding sets of forms. Do not include more than 
one sheet for any schedule, 


e. Enter in the space immediately above the words 
"Department or Establishment" the word "Agriculture." 


f. Enter in the space above the words "Burseu or Office", 
the letters "A.A.A." and the name of the State office. 


g Enter immediately following the words "Received by" 
the name "Gq, F, Allen"; enter over the word "Title! 
the words "Chief Disoursing Officer"; and enter 
immediately above the word "Station" the city and 
State where the Regional Disbursing Office is located, 


h. Enter immediately following the word "Period" the 
month during which it is anticipated thet the 
Disbursing Office will handle such form. 


i, . Enter in the space provided therefor the D. 0. 
symbol number furnished by the Disbursing Office 
to be used for this purpose. | 


de 


Ne 


de 
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pier. 


Delete the word "received" in the first column and 
insert in lieu thereof the words "check issued," 
Enter in such column the date of the check. 


Delete the word "Receipt" in the heading of the 
second column and insert in lieu thereof the word 
"Check." Enter in this column the number of the 
check which is to be canceled. 


Delete the word "Remitter" from the heading of 

the third column and insert in lieu thereof the 
word "Payee", Enter in this column the name of the 
payee and enter under the name of the payee the 

D. O. voucher number. This number may be obtained 
from Form 1664—A, 


‘Enter in the fourth column the words "Payee not 


entitled" in all cases except where ‘the check is 
being canceled due to the deata or incompetency 
of the payee. If the check is being canceled due 
to the. death or incompetency of the payee, enter 
the words "Payee deceased" or the words "Payee 
incompetent", as the case may be. 


Enter in the fifth column the amount of the check, 


Enter in the last column the symbol and title of the 
eppropriation to be credited. 


Obtain the total for all amounts shown in the fifth 
column and enter such total in the space provided 
therefor. 


Enter immediately following the word "Forwarded" 

in the lower right-hand corner of the form the 

date such form is, forwarded to the Disbursing Office, 
The certifying officer shall sign on the next line 
following the word "By"! and enter his title in the 
next line following the word "Title." The name and 
title of the certifying officer shall be typed 

on all copies. 


Make no entries in the lower left-hand corner of 
the form as this space is reserved for the use of 
the Disbursing Office. 


Stamp on one copy the words "Forward to Records 
end Accounts Section, Agricultural Adjustment 
Administration, Washington, D. C." 


Distribution of Form. 


Qe 


Forwerd the original and four copies (including the 
copy for the Records and Accounts Section) to the 


E. Form AAA-375, Request for Cancelation 


1. 


Le- 


U oy 


Disbursing Office. 


b. Retain two copies in a pending file until the 


receipted copy is returned from the Disbursing Office. 


Cc. Upon receipt of the original and four copies, the 
Disbursing Office clerk will fill in the first and 
second lines in the lower left-hand corner of the 
form and will retain one copy in the Disbursing Office, 
return one copy to the State office, forward one 
copy to the Records and Accounts Section, Agricultural 
Adjustment Administration, and forward the original 
and one copy to the Treasury Department in Weshington, 
D. C., .-. whence the original will be forwarded to 
the General Accounting Office in Washington, D. C. 


d. When the receipted copy is returned by the Disbursing 
Office enter on the copies in the pending file the 
data shown in the lower est acer corner of the 
receipted COpy 


e. Forward receipted copy together with the original 


of ACP~28 to the State accountant. 


f. Forward one copy to the Office of Budget and Finance, 
Department..of Agriculture, Washington, D.C. 


gz, File the remaining copy with the APS copy of ACP=28,. 


of ‘Check. 


Purpose of Form. .Form AAA-375 is used to request the 
cancelation of a United States Treasury Check cee by 
the General Accounting Office. 


Preparation of Form. - 


a. Prepare AAA-375 in triplicate (original and two copies), 
upper 
b. Enter in the/right-hand corner in the spaces 
provided-therefor the State and county code and 
serial number of the application under which the 
check was issued. 


_@» Enter in the upper right~hand corner in the space 


provided therefor, the schedule number, The schedule 
number shell be assigned in the same series as that 
used in connection with Form 1044, Schedule of 
Canceled Checks. 


d. Enter in the upper right-hand corner in the space 
provided therefor the date the form is prepared. 


suSe 


.o Qe = 


Enter in the first paragraph in the spaces provided 


therefor the check number, the date of the check, the 


amount of the check, the location of the Disbursing 
Office, the D. 0. symbol number, the D. 0. voucher 
number, the name of the payee, and the date the 

check was forwarded to the General Accounting Office. 


Enter in the blank space in the second paragraph the 
words "is not entitled to the proceeds of such check" 
in all cases except where the check is being canceled 
due to the death or incompetency of the payee. If 
the check is being canceled due to the death or 
incompetency of the payee, enter the words "is 


deceased" or the words "has been declared incompetent", 


as the case may be. 


Enter in the blank space in the third paragraph the 
symbol and title of the eppropriation to which the 
proceeds of the check are to be credited. 


The original of the form shall be signed and the 
copies thereof initialed by the certifying officer 

in the space provided therefor. The title of the 
certifying officer shall be typed immediately beneath 
the spece provided for his signature. 


Enter in the blank space beneath the line provided 
for the signature of the certifying a the nome 
of the State ofrice. 


‘Enter in the blank space beneath the line provided 


for the name of the State office the words "North 
Central," ma 


Enter in the‘space provided therefor at the bottom 
of the form the name and address of the chairman 
of the State committee. 


Distribution of Form. 


Ge 


on 


Forward the original and one copy to the: Chief of 
the Records Division, General Accounting Office, 
Washington, D. C. 


Retain the other copy of such form in the pending 
file until a copy of such form is returned from the 
General Accounting Office indicating the action taken. 


Upon receipt of a copy of such form from the General 

Accounting Office indicating the action taken, enter 
n the copy in the pending file a notation as to the 
action taken by the General Accounting Office. 


pers 
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o 4a. Forward the returned copy, together with the original 
of AcP-28, to the State accountant. 


€. File the remaining copy with the APS copy of ACp~28. 
F. Form 1044, Schedule of Collections. 


1. Purpose of Form. Form 1044 is used to schedule remittances 
| for deposit to the proper appropriation or account. 


ce Preparation of Form, 


| @. Prepare Form 1044 in octuple (original and seven copies.) 


be Do not schedule more than one type of remittance on a 
set of Forms 1044; that is, do not list money orders 
and certified checks on the game set of forms. Do not 
schedule remittances to be credited to the Special 
Deposits Account end remittances to be credited to 
eppropriations on the same set of Forms 1044. Do not 

| . Schedule remittances to be credited to different 

| appropriations on the same set of Forms 1044. Do not 

schedule remittances for more than one county on a set 

of Forms 1044, 


ce Enter the State and county code above the words 
"Schedule of Collections," 


d. Enter on the first line in the upper right-hand 
corner the schedule numbor. If the remittance is 

to be deposited in the regular eppropriation, assign 
No. "38-1" to the first set of forms and assign 

! consecutive numbers to succeeding sets of such forms, 
If the remittance is to be deposited in the 

| Special Deposits Account, assign No. "38-2001" 

to the first set of forms end assign consecutive 
numbers to succeeding sets of such forms. Care 
shall be exercised to see thet separate series of 
schedule numbers are used when Form 1044 is used 

as a schedule of canceled checks and when such form 
is used as a schedule of collections, 


@. Enter in the space immediately above the words 
"Department or Establishment" the word "Agriculture.!! 


f. Enter in the space above the words "Bureeu or 
Office" the letters "A,A.A." and the name of the 
State office, 


g Enter immediately following the words "Received by"! 
the name "G. F, Allen": enter above the word "Title!" 
the words "Chief Disbursing Officer"; and enter 
immediately above the word "Station" the city ond 


1. 


Oe 


de 


Te 
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State where the Regionel Disbursing Office is located. 


Enter immediately following thé word "Period" the 
month during which it is anticipated that the Dis~ 
pursing Office will handle the form. 


Enter in the space provided therefor the D. 0. 
symbol number furnished by the Disbursing See aie to 
be used for this PUTPOSE ‘ 


Enter in the first column under the caption "Date 
Received", the date of receipt of the remittance, 


‘Enter in the second column under the caption "Receipt 


No." the receipt number shown on the third line at 
the right-hand side. of ACP-28. 1 


Enter in the third column under the ception "Name 

of Remitter" the name of the applicant who is to 

receive credit for the remittance. Enter under 

the name of the applicant the type of remittance, 
"iMoney Order", "Certified Check", etc.3 

and if the remittance has been mede by check enter 

the neme of the bank upon which such check was drawn. 


Enter in the fourth column the words "Payee not 
entitled", Enter in this column the number of 
the check by which the overpayment was made and 
the D. 0. voucher number of the scnedule form on 
which such check was listed. 


Enter in the fifth column the amount of the 
remittance. 


Enter in the last column the symbol and title 


of the eppropriation or account which is to be 
credited. 


Obtain the total for all amounts shown in the 
fifth column and enter such total in the space 
provided therefor. 


Enter immediately following the word "Forwarded" 
n the lower right-hend corner of the form the 
date such form is forwerded to the Disbursing 
Office. The certifying officer shall sign on 
the next line following the word "By" and enter 


“his title in tae next line. following the word 


"Title", The name and title of the certifying 
officer shall be typed on all copies. 


Make no entries in the lower left-hand corner of 
the form as this space is reserved for the use of 
the Disbursing Office. 


= 20° 


S. Stamp on one copy the words "Forward to Records 
and Accounts Section, AAA,’ Washington, D. C. 


dew Distribution of Form, 


a. Forward the original and three copies (including 
_ the copy for the Records end Accounts Section) to 
the Disbursing Office together with the remittance 
(money order, certified check, etc.) 


be Forward one copy to the Bookkeeping and Watrants 
Section, Treasury Department, Washington, D. 0. 


Cc. forward one copy together with a copy of the letter 
of explanation from the county offic? with respect 
to the refunds to the Accounting and Bookkeeping 
Division, General Accounting Office, Vashington, D. 0. 


de Hetain the other two copies in a pending file until 
the receipted copy is returned from the Disbursing 
Office with the certificate of deposit number indicated 
thereon. 


6. Upon receipt of the original and three copies, the 
Disbursing Office clerk will fill.in the first and 
second lines in the lower left-hand corner of the 
form and will retain one copy in the Disbursing 
Office, return one copy to the State offices, forward 
one copy to’ the Records end Accounts Section, 
Agricultural Adjustment Administration, end forward 
the original to the Treasury Department, Washington, D. C. 


f. When the receipted copy is returned by the Disbursing 
Office, enter on the copies in the pending file the 
certificate of deposit number end the date shown in 
the lower left-hand corner of the receipted copys. 


g Forward the receipted copy together with the original 
of ACP~28 to the State accountant. 


h. Forward one copy to the Office of Budget end Finance, 
Department of agriculture, Weshington, D. C. 


i.e File one copy with the APS copy of ACP-28. 


G. Form 1044, Schedule of Collections Prepared by Disbursing 
OLE LCG. 


1. Preparation of Form. Where the county committee or en 
epplicent trensmits a remittance to the Disbursing 
Office insteed of the State office, the Disbursing 
Office will prepare Form 1044 (Schedule of Collections) 


He 


ce 
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and credit the amount of the remittance to the Special 
Deposits Account. A copy of such form will be transmitted 
the the APS with a notation thereon to the effect that 
such form was prepared in the Disbursing Office, Upon 
receipt of Form 1044 so prepared, prepare two additional 
copies of such form and enter on each copy thereof above 
the schedule number, if any, assigned by the Disbursing 
Office, a schedule number in the same series as that 
assigned to Schedules of Collections listing remittances 
to be deposited to the credit of the Special Deposits 
Account. Such schedule shall thereafter be referred to 
by the schedule number assigned by the Disbursing Office 
and the schedule number assigned by the APS. 


Distribution of Form. 


a. Forward one copy to the office of Budget and Finance, 
Department of Agriculture, Washington, D. C. 


b. Forward one copy together with the original of 
ACP-28 to the State accountant. 


c. File the remaining copy with the APS copy of ACP-28. 


ACP-24, Debit Voucher for Uncollectible Check Returned. 
ree ere eng et eee OLE SCV LYLE VACCE Se vurned: 


l. 


Purpose of Form. Form ACP-24 is used to authorize the 
debit of the amount of an uncollectible remittance which 
has been scheduled on Form 1044, Schedule of Collections. 


Preparation of Form. 


@e Prepare ACP-24 in quadruplicate (original and three 
copies). : 


b. Enter in the upper right-hand corner after the 
word "No." the schedule number. Assign number 
"38-1" to the first set of forms and assign con- 
secutive numbers to succeeding sets of such forms. 


¢. Enter in the upper right-hand corner after the word 
"Date" the date the form is prepared. 


d. After the word "To:" insert on each copy of the 
form the name of the a or unit to whom such 


copy is to be forwarded,: sCépies of such form shall be 
forwarded as follows: 


(1) Original to the State accountant. 


(2) Two copies to the Office of Budget and Finance, 
Department of Agriculture, Washington, D. C. 


eee ere ee ae 


Rtas = 
(3) File one copy in the APS. 


ee After the word "From" enter the name of the State 
office and between the words "Office" and "Division! 
enter the words "North Central", 


f. Describe the uncollectible check in the spaces 
provided therefor. Space is provided on the form 
for the description of two uncollectible checks. 
All uncollectible checks which were originally 
scheduled on any one Form 1044 must be listed on 
the same ACP-24, If more than two uncollectible 
checks were scheduled on the same set of Forms 
1044, the description of such checks shall be 
shown on the reverse side of ACP-24. 


& Enter after the words "Schedule No." the schedule 
number of Form 1044 upon which such checks were 
originally scheduled and enter after the word 
"Dated" the date of the original Form 1044. 


h. Enter after the word "Symbol" the symbol number 
and title of the appropriation or account originally 
credited with the amount of the uncollectible checks 
listed on ACP-24. Enter after the word "Amount" 

| / the total amount of such checks. 


i. Enter after the word "From" the total amount 
scheduled on the original Form 1044, Schedule 

| of Collections, and enter after the word "To" the 

! difference between the amount originally scheduled 

i on Form 1044 and the amount of the uncollectible 

checks, listed on ACP-24, 


je Immediately above the space provided for the signature 

| of the officer in charge, type a statement to the 

| effect that an attempt is being made to obtain a 

| proper remittance or that no such attempt is being 

made for the reason that the amount of the uncollectible 
check does not represent an amount due the Government. 


| k. After ACP-24 has been completed it shall be signed 
by the certifying officer and distributed as provided 
| in subparagraph d of this paragraph 2. 


I. Form 1046, Schedule of Transfers - Special Deposits. 


1. Purpose of Form. Form 1046 is used to transfer funds from 
the Special Deposits Account to the proper appropriation. 


‘eB is 


Preparation of Form. 


Ae 


de 


Ce 


Prepare Form 1046 in octuple (original and seven copies). 


Enter the schedule number in the space provided therefor 
in the upper right-hand corner of the form. Assign 

No. "38-1" to the first set of forms prepared and 
assign numbers at aaa to succeeding sets of 
forms. 


Enter over the words "Department or pI SAE ts 
the word "Agriculture". 


Enter over the words "Bureau or Office" the letters 


WAVA.A." and the name of the State office, 


Enter following the words "Made by" the name 


"G, F, Allen"; enter over the word "Title" the 


words "Chief Disbursing Officer"; and enter over the 
word "Station" the city and State where the Disbursing 
Office is located. 


Enter following the word "Period" the month in 
which it is anticipated that the Disbursing Office 
will effect the transfer of the funds. 


Enter after the words "D. 0. Symbol No." the 
symbol number furnished by the Disbursing Office 
for this purpose. 


Enter in columns (1), (2), (3), and (4) the data 


shown in the corresponding columns of the Form 1044, 
Schedule of Collections, upon which such refund was 
previously scheduled. 


Enter in the‘ column headed "Amount to Be Transferred 
to the Regular Account"! the following: 


(1) If the amount scheduled on Form 1044 is in 
excess of that due from the debtor by less 
than 25 cents, enter the amount scheduled on 
Form 1044, 


(2) If the amount scheduled on Form 1044 is in excess 
of that due from the debtor by 25 cents or more, 
enter the amount due from the debtor. 


(3) If the amount scheduled on ete 1044 is less than 
that due from the debtor by less than 50 cents, 
enter the amount shown on Form 1044, and enter 
the name of the debtor and the amount by which 


’ 
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the amount of the remittance ig less than the 
amount due on the Register of Indebtedness, 

but do not make any affirmative effort to collect 
the balance due. GEE 


(4) If the amount scheduled on Form 1044 is less 
than that due from the debtor by 50 cents or 
more, enter the amount shown on Forn 1044 and 
request the debtor to make an additional refund 
to cover the balance due, and enter the name of 
the debtor and the amount by which the amount 
of the renittance is less than the amount due 
on the Register of Indebtedness. 


J, Enter in the column headed "Fund to Be Credited, etc.! 
| the symbol and title of the appropriation to be 
| credited, 


k. The certifying officer shall sign and enter his title 
in the spaces provided in the lower right-hand corner 
of the original form and his name and title shall be 
typed on all other copies, 


1. Stamp on one copy the words "Forward to Records and 
Accounts Section, AAA, Washington, D, ©." 


Se Distribution of Forn. 
fo Adhd Mallndhadchad eda tebe decane 


&. Forward the original and three copies (ineludine 
the copy for the Records and Accounts Section) 
to the Disbursing Office, 


bd. Forward one copy to the Bookkeeping and Warrants 
Section, Treasury Department, Washington, D. C. 


C, Forward one copy to the Accounts and Bookkeeping 
Division, General Accounting Office, Washington, D. C. 


| d, Retain the other two copies in a pending file until 
the receipted copy is returned from the Disbursing 
Office with the certificate of the deposit number and 
date of deposit indicated thereon. Inter this data 
on the two copies in the pending file. 


| e. Forward one copy to the Office of Budget and Finance, 
Department ef Agriculture, Washington, D, 6, 


f. Forward the receipted copy to the State accountant. 


&» Retain one copy in the APS files, 


ee 
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J. Forms 1047 and 1048, Public Voucher for Refunds. 
NAR PE Tc Be RE ee 


1. 


Purpose of Forms. Forms 1047 and 1048 are used to authorize 
the Disbursing Office to reimburse an applicant: when the 
applicant has made a refund in excess of that due by 25 cents 
or more. ae > 


Preparation of Forms. 


a. Prepare Form 1047 in triplicate (original on 
Form 1047 and two copies on Form 1048). 


be. Assign serial numbers to Forms 1047 in consecutive 
order beginning with No. 301. Enter in the space 
provided therefor, the assigned serial number pre- 
ceded by the State and county code; for example, 
335-022-301. Ie 


c. Enter in the space provided therefor in the upper . 
right-hand corner the D.0. Voucher Number under | 
which payment was made. | 


d. Enter after the words "United States! the words 
"Department of Agriculture, Agricultural Adjustment 
Administration, ~~ State office". 


€. Enter after the word "Location" the name of the city 
and State in which the State office is located. 


f. Enter after the words "Appropriation or Fund! 
the words "Special Deposit" and enter the symbol 
number of the Special Deposits Account. 


&- Enter after the word "To" the name of the payee. 


h. Enter after the word "Address" the words "In Gare of"! 
and enter the name and address of the treasurer. 


i. Enter after the word "on" the words "Schedule of 
Collection No." and the number of the Form 1044 upon 
which the refund was scheduled and enter the date ° 
scheduled. : 


je Enter after the word "for" the information appearing 
in the fourth column of Form 1044 upon which the refund 
was scheduled. 


k, Enter after the words "Amount of Deposit"! the amount 
of the refund scheduled on Form 1044, Schedule of 
collections. ' ie : 


1. nter after the words "Applied as explained in remarks. 
below", the amount which has been transferred to the 
appropriation. 


m. Enter after the words "Balance authorized to be refunded", 
the amount to be returned to the payee. 


ee 


n. Under "Remarks" explain fully the reason for returning 
all or part of the refund to the payee and the disposi- 
tion made of the balance of such Lala Lea nye 


Oo. Enter in the lower Leitenand corner the date. ‘the forn 
is prepared, 


p. The certifying officer shall ‘sign Form 1047 and enter 
his title in the space provided therefor. The name 
and title of the certifying officer Bhatt. be typed on 
both copies of Form 1048, 


q. Do not make any entries below the doublé line, 

Distribution of Forns. 

a, Forward Form 1047 and one copy of Form 1048 to the 
Disbursing Office (not through the General Accounting 
Preaudit Office). 


b. File the remaining copy of Forn O38 with the APS 
copy of ACP-28, 


K, Form 1064, Schedule of Disbursements. 


a 


Purpose of Form. Forn 1064 is used to schedule Forns 
1047 and 1048 in the same manner that ACP~22 is used to 
schedule Forns ACP-76, 


Preparation of Form. Prepare Form 1064 in quintuple 
(original and four copies) in the same manner that ACP-22 
is prepared, except that there shall be entered in the 


_ column headed "Symbol of Appropriation or Fund" the 


words "Special Deposits" and the symbol number of the 
Special Deposits Account and a separate series of 
bureau schedule numbers shall be used. Assign No. 
38-1 to the first set of forms and assign consecutive 
nunbers to succeeding sets of such forms, Stamp on 
one copy the words "Forward to Records and Accounts 
Section, AAA, Washington, D. C." 


Distribution of Forn. 
a. Forward the original and three copies (including 
the copy for Records and Donte Section) to the 


Disbursing Office. 


db. Forward one copy to the State Accountant. 


Sopry The Disbursing Office will return one copy which 


shall be forwarded to the State Accountant. 
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Forn 1097, Request for Corrections in Appropriation, Fund, 
Linitation, and Official Project Accounts... . 


1. Purpose of Form. Form 1097 is used to make an adjustment 
in an appropriation which has been credited by use of 
Form 1096 with the amount of an erroneous set-off. 

This form is also used to make other adjustments in 
appropriations which have been erroneously charged or 
credited. ei 4 


©. Preparation of Form. 


a. Prepare Form 1097 in septuple (original and six 
' copies). 


b. Make no entry in the upper right-hand corner in 
the space provided for the reference number. 


c. Enter in the space above the words "Department or 
Establishment" the word "Agriculture." 


d. Enter in the space above the words "Bureau or Office" 
the letters "AAA" followed by the name of the State 
office. wet : : A ie 


e. Enter in the space above the word "Date" the date the 
form is prepared. 


f. Enter in the space above the words "Disbursing Officer" 
the name "G. F, Allen" and enter in the spaces provided 
therefor in the next line the location of the Regional 
Disbursing Office and the disbursing symbol number, 


g. Enter in the column headéd "Reference (Vou., Schedule, 
or C/D Number)" the certificate of deposit number and 
the schedule number if the adjustment involves collections, 
or the D. 0. voucher number and the schedule number if 
the adjustment involves disbursements. 


h, Enter in the column headed "Period of Account" the 
month and year of the account during which the error 
occurred. 


i. In the case of an erronesous set-off, enter in the 
column headed "Appropriation, Limitation, and Project 
Sybnol", under the subheadings "To be charged" and 
"To be credited", the synbol number of the appropriation 
which was erroneously credited with the amount of the 
set-off, and the symbol nunber of the appropriation 
charged with’ the amount of -the set-off, respectively. 

In the case of an erroneous. charge against an appropria- 
tion, enter under the subheadings "To Be Charged" and 


a. 


# BG 


"fo be credited#! the syribol number of the correct 
appropriation and the synbdl: nunber of:the appropriation 
which was erroneously charged, respectively. 


Enter in the column headed “Anount" .the amount of the 
adjustment to be nade between the appropriations. 


Enter in the body of the forn under the heading "Full 
Explanation of Error and Reason for Adjustnent" a 
complete explanation of the error which was nade in 
charging or crediting ar ‘appropriation. The explanation 
must be to the effect that the charge or credit was 

made through error and not that such charge or credit 
was made improperly. If an adjustment ‘payment_ will be 
authorized upon receipt of an acconplished copy of such 
forn fron the General Accounting Office this fact 

should be stated. Sales: 


The certifying officer shall sign Form 1097 in the 
space provided for the signature of the approving 
officer and shall enter his title in the space | 
provided therefor. The name and title of the | 
certifying officer shall be typed:'on all copies 

of Form 1097. | 


Do not make any entries in the space provided for 
the use of the General Accounting: Office. 


Stanp or type on one copy the words "Forward to 

Records and Accounts Section, AAA, Washington, D. C,!! 
and stanp or type on another copy "Forward to ; 
Agricultural Conservation Comnittee, Address 


Distribution of Forn. 
SL TC pentane 


Forward the original and‘ five copies (including the 
copies narked "Forward to Records and Accounts 
Section, AAA, Washington, D. C." and "Forward to 
Agricultural Conservation Committee, Address 

to the North Central Division, and retain one copy in 
the APS file, 


The North Central Division will retain one copy and 
forward the original and four copies to the office of 
Budget and Finance, 


The office of Budget and Finance will retain one copy 
and forward the original and three copies to the General 
Accounting Office, 


When action has been taken the General Accounting 


Office will retain the original and return three 
executed copies to the office of Budget and Finance, 


") 


wi Ba 


The office of Budget and Finance will retain one 
executed copy, forward one executed copy to the 
Records ahd Accounts Section, and return the other 
executed copy to. ae State weitere < 


When the executed copy is retuniee to the State 
office by the Office of Budget and Finance, enter 
on the copy in the APS file the action taken thereon 
by the General Accounting Office. 


Forward the executed copy received from the office 
of Budget and Finance, together with the original 
of ACP-28, to the State accountant. 


Forn NCR-128, Memorandum for General Accounting Preaudit 
Office in connection with Adjustment Cases. 


1. Purpose of Form. Form NOR-128 is used to set forth 
pertinent facts in connection with any adjustment 
paynent which is authorized. 


e. Preparation of Forn. 


Qa 


d. 


Prepare NCR-128 in duplicate (original and one copy). 


Enter in the spaces provided therefor in the upper 
right-hand corner the State and county code and 
serial number of the adjustment application, the 
nane of the applicant and the date of preparation 
of NCR-128. 


Enter in the blank spaces in the heading the name 
of the chief of party of the General Accounting 
Preaudit Office, and the name of the city and State 
in which such office is located. 


Delete the year "1937" in the first paragraph and 
insert in liew thereof "1938" and enter in the 

space provided therefor the amount of the adjustnent 
payment which is authorized. 


Enter in the spaces provided therefor in iten l 
the anount of the gross paynent computed under the 
original application and the amount of the gross 
paynent computed under the adjustment application. 


Enter in the spaces provided therefor in iten 3 
the anount of the net payment computed under the 
original application and the anount of the net 
paynent computed under the adjustment application. 


Enter in item 4 the number of the check issued 
under the original application. 


———————— OOO 


i. 


ae 
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Enter in item 4(a) the date of issuance of the check 
under the original application. 


Enter in item 4(b) the D. o. symbol nunber under 
which the check was issued. 


Enter in item 4(c) the D. o. voucher nunber of the 
voucher in which the original application was included. 


Enter in iten 4(a) the administrative nunber of the 
voucher in which the original application wag included. 


Strike the word "has! or the words "has not" in 
iten 5 depending on whether the check issued under 
the original application has been canceled and 
strike the words "General Accounting Office" ana 
"Disbursing Office! when inapplicable or one of 
such terns when only one of then is inapplicable. 


If the check issued under the original application 
has been canceled, enter in iten 6 the date ef 
cancelation, 


Enter under the caption "Explanation of Adjustnent'! 
a detailed statenent of the facts upon which the 
Clain for the adjustnent paynent is based, including 
in such statenent the serial nunber or nunbers of 
the original application or applications, 


The form shall be signed in the space provided therefor 
by the certifying officer, 


Distribution of Form. 


Forward the original to the General Accounting 
Preaudit Office together with the statement of 
claim, the corrected application and Forms ACP-75, 
ACP-76, and ACP-22, : 


File the copy with the APS copy of ACP-28, 
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NCR-State 208, Supplement No. 1 Issued September 15, 1938 


Rule UNITED STATES DEPARTMENT OF AER CULOE aaa 
a AGRICULDURAL ADJUSTI@NT ADMINISTRATION | Uo Pe AN | 
75 a NORVH CENTRAL DIVISION | neceiven 
5 | ee SEP 30 1938 % 


7% 1 U.S. Department of Agriculture 
INSTRUCTIONS RELATIVE TO HANDLING 1938 
SUMMARIES OF PERFORMANCE, FARM ee SL ae ee Behe ‘ 
TION SHEETS, AND APPLICATIONS FOR PAYMENT 
IN STATE APPLICATION FOR PAYMENT SECTIONS 
IN THE NORTH CENTRAL REGION 


NCR-State 208 is hereby amended to read as follows; 


1. General, definition 5 on page 2 is amended to read as 
follows; 


5. PARTY IN INTEREST means a person who is entitled 
to a share of the crops or proceeds therefrom at 
the time of harvest, a person who contributed to 
the carrying out of soil-building practices, or 
a person who contributed to the acreage of restora- 
tion land on the farm. 


2. General, on page 2, is amended by adding the following 
new definition 8 immediately following definition 7. 


8, SPECIAL CROPS means cotton, rice, tobacco, wheat, 
if a wheat acreage allotment was established for 
the farm, corn, in the commercial corn-producing 
area, and potatoes, in the commercial potato-producing 
area if a potato acreage allotment was established 
for the farm or if there were more than three acres 
of potatoes for market on the farm. (Potatoes for 
market will be indicated by a circled entry in 
Section II, item 5(g) of NCR-220. 


3. Part I, Section II, paragraph 1, the last two sentences 
thereof are amended to read as follows: 


If Forms NCR-222 and NCR-222A are acceptable, 
initial each sheet in the set and file such Forms 
NCR-222 and the copies of NCR-ec2A in sheet number 
order. Send the original of Forms NOR-222A to the 
Computation Unit. 
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Part 1, Section Il, paragraph 2, item c, the last sontonce 
thereof is amended to read as follows; 


Prepare and attach RF-204 to such NCR-226 or 
NCh-227A indicating on such RF-204 that the NOR-226 
or NCR-e27A should be returned to the county office 
in order that the application for payment may be properly 
signed. 


Part I, Section Il, paragraph 18 is amended to read as 

follows; 

1s. If any of the cases included in a lot of Forms 
NCR-226 and NCR-227A are suspended by the General 
Accounting Preaudit Office, such cases will be 
returned to the Application for Payment Section 
in the State office, accompanied by the original 
and two copies of a preaudit difference statemont. 
Enter the serial numbers of such suspensions in 
Section IV of NCR-230 and when all suspensions 
from a lot have been recoived, enter the total 
number of such suspensions in the last line of 
Section IV of NCR-230 and also in column (+t) of 
RF-2Ol. Prepare RF-203 in duplicate. nter in 
the upper right~hand corner the State and county 
code. Check the box narked "Applications for Pay- 
nent" in the line beneath the title of the forn. 
Enter the words "Clearance Unit" after the words 
"Release to! and enter the date in the second line 
beneath the title of the form. Enter in column (a) 
the lot numbers of the lots from which suspensions 
have been made by the General Accounting Office. 
Make no entries in column (b). Enter in colunn (c) 
the nunber of General Accounting Preaudit Office 
suspensions in each lot and enter in columns sD ie 
(e), (f), and (g) the serial numbers of such suspended 
cases. Release the suspended cases, together with the 
copy of RF-203 and the original and first copy of 
the preaudit difference statement, to the Clearance 
Unit. Obtain the signature of a ropresentative of 
the Clearance Unit in the space provided on the original 
of RF-203. Release the second copy of each preaudit 
difference statement to the State accountant. 


Part II, Section I, paragraph 1, item a is amended to read 
as follows: 


a. If an NCR-2ec0A is not attached, determine that the sum 
of the entries in each of the columns (e) to (i), 
inelusive, is 100 percent. 


rhe see 


oe rart i], section TI, paragraph 2, item a is amended to 
read as follows: 


a If an acreage allotment was established for any crop 
iested in-column (4a), lines 1 to 4, inclusive, deter— 
Mine that the entry in column (zg) on such line is 
equal to the sum of the entries (including entries 
which have been circled or double-circled) on such 
lines*in columns (b) to (ff), inclusive. Determine 
that the entry in column (g) on line 6 is equal to 
the sum oz the entries (including the entries which 
have been circlec) on such line in columns (b) to (f), 
inclusive. 


eepetoru It, )secti0n 1, paraeravh 4, iten a is amcnded 
by adding at the end thereof the following new sentence: 


If two entries have been made in colum (b) 
on any line, the smaller of such oentrics shall be used 
in making this deternination. 


Je rart fl, Section Il, paragraph 1 is amended to read a¢ 
follows: 


1. Make the following determinations with respect to 
Forn NCR-=20A. 


a. Determine that the entry in column (3) on the 
"total" line for each special crop, general 
erope eoOll-OUi1Gine practices and for restoration 
land is equal to the sum of the individual entries 
an such colunn. 


be Determine that except for the rounding of fractions 
the entry in each acreage share or unit share 
column on the "total" line for each special crop, 
&eneral crops, soil-building practices and for 
restoration land is equal to the sum of the 
individual entries in such columns. 


c. Determine that the entries in the percentage 
columns on the "total" line for each special 
crop, general crops, soil-building practices and 
for restoration land is equal to the result ob- 
tained by dividing the total of each acreage share 
or unit share column by the total on the same line 
in column (3). 


d. Determine that the sum of the entries in the 
percentage columns on the "total" line for each 
special crop, general crops, soil-building practices 


ray 


and for restoration land is equal to 100 percent. If, 
because of the rounding of fractions the sum of tho 
entries in the percentage columns, on the "total" line 
for any special crop, for general crops, soil-building 
practices or for restoration land does not equal 100 
percent, adjust the highest of such entries so that 
the total does equal 100 percent. 


10. Part II, Section III, paragraph 1 is anendcd to road as 
follows; 


1. Detormine that the State and county code, the farn 
nuiber, and the acrial photo number, if any, have 
been entered. If such data are missing, obtain and 
enter such data in the appropriate spaces. 


ae Determine that the "Application Sorial No." or 
an "X" has been entered in column (a) opposite 
he name of cach person whose nance has been entored 
in column (b). 


b. Determine that the "Relationship to this Fam! 
has been entered in column (c) opposite the nane 
of coach person whose nane has been entered in 
column (b). 


c. Determine that the "Address" has been entered in 
column (d) ror cach person whose nane has been 
entered in column (bd). 


d. If no NCR-220A has been attached, nake the following 
determinations with respect to columns (e), (f), 
(a); (oe and (ive 


(1) If there is an entry in Section III, item 11(c), 
determine that there are percentage entries in 
column (e). 


(2) Deternine that there are percentage ontrics in 
colunn (f). 


(3) If thore is an entry in Section IV, column (b), 
for Burlcoy or dark air-cured tobacco, deternine 
that there arc percentage entries for such 
types of tobacco in one of the columns (g), 


(i, vor (2). 


(4) If there is an ontry for any special crop in 
column (¢) of Section II, detornine that there 
are percentage entrios for such crop in one of 
the colurme (¢), (h), or (i). 


~ b= 


PY. Part Il, Section Til, paragraph 2 is amended to read as 
follows; 


e. If an acreage has been entered for any special crop 
in one of the columns (bd) to (f), inclusive, determine 
that an acreage equal to such circled entry has been 
entered in one of the columns (b) to (f), inclusive, 
and that such acreage has not been circled. 


le. Part II, Section III, paragraph 4, item b is amended by 
adding at the end thereof the following new sentence: 


If two entries have been made in line 5, column 
(bd), determine that neither of such entries is less than "3", 


13. Part II, Section III, paragraph 7 is amended by adding at 
the end thereof the following new sentence; 


Determine that the same initials do not appear more 
than once in column (a). 


14, Part II, Section IV, paragraph 2, item b is amended to read 
as follows: 


be Determine that for each field letter entered in column 
(1), there is an entry on the same line in column (3). 


15. Part II, Section IV, paragraph 2, item h is amended by 
adding at the end thereof the following new sentences; 


If the farm is in the commercial potato-producing 
area and a potato acreage allotment was established for the 
farm, determine that the total of column (3) for potatoes 
as a special crop is equal to the acreage for such crop as 
reported in Section II, line 5, column (h) of the corresponding 
NCR-220. If the farm is in the commercial potato-producing 
area and no potato acreage allotment was established for the 
farm and the acreage of potatoes for market, as reported 
in Section II, line 5, column (g), is in excess of three 
and is circled, determine that the total of column (3) for 
potatoes as a special crop is equal to such circled entry. 


16. Part II, Section IV, paragraph 2, item i is amended by 
adding at the end thereof the following new sentence: 


Determine that the total of column (3) for restora~ 
tion land is equal to the restoration land goal entered in 
Sector vi, room 0b) > 


7. srart IT, Section V, paragraph 1 is amended to read as 
follows; 


1. ‘Two clerks working together shall check entries on 


: 
‘ 
¥ 
ke 
‘ 
i 


| 
Age 
Bignie 


aa oe off 


i ow 


 eeror tae 


~- 6 - 
Forms NCR-220 against NCR-209 or the county check yields. 
&.° meetion LY; 


(1) “Check lines 1, 2, 3, 4, 5,7, and 8, colum 
(db) against the applicable columns on NCR-209. 


(2) If there are two entries on any of the lines 
15 10s, 4, 5, and, column (b); check éach 
of such entries against the applicable columns 
on NOR-209, 


| (3) If there are entries in lines 1, 2, 3, 4, and 5, 
| column (b), check entries on the same lines in 
column (c) against the applicable columns on 
NCR=209. 


(4) Check line 6, column (c) against the applicable 
column on NCR-209. 


(5) ett enero are no entries in lines 1, 2; 3; and.4, 
column (b), and there are entries for any of 
such lines in column (c), check the entries 
in column (c) against the county check yields 
for such county. 


(6) If there is no entry in line 5, column (b) and 
there is an entry in line 5, column (c), rofer 
the case to the State statistician to determine 
whether such entry is reasonable for the county. 


be Section VI: 


(1) Check line 1, column (b) against the applicable 
column on NCR-209. 


18. Part II, Section VII is amended by deleting. therefrom paragraphs 
Zona Aeancerenunmboring paragraphs 3, 5, 6,.7,°8, 9,810) 40, 
in, ono Loeadeparseranns cyeay. 4, 5) 6, 7,8, 9,710, and ay, 
respectively. : 


19, Part II, Section VII, new paragraph 8 is amended to read as 
follows; 


8. If the signature in Section V of an NCR-226 or in 

Section VI of an NCR-22e7A is that of a person acting 

in a representative or fiduciary capacity other than 

that of an agent, determine that such person has dis- 
closed (in his signature) the principal or entity for 
whon he is acting and has indicated the capacity in which 
he is acting. In the case of an agent representing an 
estate or the heirs of an estate, his signature may be 
regarded as acceptable if followed by the words "Agent 
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of the estate of , deceased" or "Agent of the 
Heirs or , deceased", Exanples of acceptable 

| signatures of persons acting in representative or 
fiduciary capacities will be found in Section B of ACP~-16. 


| 20. Part II, Section VII is amended by adding the following 
| new paragraphs 12 and 13 after nev paragraph 11 thereof. 


12. If no entries appear in Section II, lines 1, 3, ands 
and in Soction III, line 12 of NCR-226, or in Section I, 
| lines 1, 3, and 5 and Section II, line 12 of NCR-22”, 
maze the following determinations: 


an. If the Form NOR-226 or NCR-227 has the word "Idle" 
written across the face of it, determine that no 
payment other than a payment with respect to the 
restoration land. goal has been entered thereon. 
b. If the Form NCR-e26 or NCR-227 does not have the word 
"Tale" written across the face of it, determine that 
| there is attached to such form a statement signed by 
| the member of the county committee who signed such 
form setting forth facts which indicate that such 
farm was not idle in 1928. A farm will not be deemed 
to be idle in 1938 if (1) a crop specified in Section 
| II of NCR-201 is seeded on the farm in the crop year 
1938 for harvest in 1938 even though the acreage of 
such crop is classified aos nondepleting; or (2) =the 
county committee determines that failure to seed crops 
specified in Section XII of NCR-201 on such farm was 
due to flood or drought: or (3) a voluntcer soil- 
depleting crop was harvested on the farm in 1948; or 
(4) a soil-building practice (other than soil-building 
practice A-9) specificd in Section XIII of NCR-20l 
was carricd out on the farm in 1938 in accordance 
with approved specifications; or (5) tame grasses 
or legumes or mixtures thereof were pastured or cut 
for hay or seed in 1938 on approxinately 50 percent 
or more of the cropland on the farm under the direction 
of or by the omer or operator. ; 


13. If thore is any Form NCR-226 or NCR-227 in the lot which 
indicates that two acreage allotments were established 
for the sane crop, determine that the following certi- 
fication has been affixed above Section II of NCR-226 or 
Section I of NCR-227; 


"Excess planting was due solely to an 
erroneous allotment originally assigned 
as encircled hereon," 


| 22, 


23. 


2A, 


Part ITI, Section I, the first paragraph thoreof ontitled 
"Forms to Be Prepared! is anended to read as follows: 


Prepare an NOR-225 for cach NCR-220. Prepare an NOCR-225A in 
addition to NOR-225 for each NCR-220 where the nanos of more 
than tvo persons aro ontored in Scction I thereof. Upon comnple- 
tion of the entries on NCR-225, and NOR-225A, if any, prepare 

an NCR-226 for each person whose nane is listed in Section I, 
column (b) of NOR-220, if the serial nunber in colunn Cas te 

the loft of such person's name is smaller than 7000. Prepare 

an NCR-<27 for cach person whose name is listed in Soction I, 
column (b) of NCR-220, if the sorial number in colunn (a) te 
the left of such person's nane is greater than 7000. After 
the proparation of the first Form NGR-226 or NCR-227 fron 
NCR-225, prepare each succceding Forn NOR-226 or NCR-227 in 
the set, insofar as possible, from the Form NCR-226 or NCR~227 
last prepared. Do not propare an NCR~226 or an NCR+227 for 
any person whose nance is listed in Soction I, column (bd) of 
NCR-2cO, if the letter "X" has been entered in colunn (a) to 
the left of such person's nane. Attach all Forns NCR-225, 
NOR-cc5A, NOR-226, and NOR-227 which are prepared for a fam 
to the NCR-22c0 and NOR-220A, if any, covering such farn. 


Fart If), section. 15 Peracraph 1, itom b, subiten (3) is 
amended to read as follows: 


(3) If the farm is in the commorcial potato-producing area 
and there are entrics for potatoes on line 5, colunn 
(g) of Section II and line 5, column (b) of Section IV 
of NCR-220, or if there is no ontry for potatocs on 
line 5, column (b) of Scction IV and there is a circled 
entry in excess of 3.0 on line 5, column (g) of Section 
II of NOR-220, enter in column (ec) under the word 
"Potatoes" the figure "$,054" if the farm is in the carly 
commercial potato-producing area, and the figure "$.036" if 
the farm is in the late comnercial potato-producing areca. 


Peony Lil. section 1, “arneraph 1, iten b, subitons (10) to 
(16), inclusive, are amondcd by adding the following new 
sentence at the end of each of such subitens; 


If two entries have been nade in Section IV, colunn (b) 


-of NCR-220 for this crop, entor the snaller of such entrics 


in the left half of item 2 and cnter tho larger of such 
entries in the right half of itom 2 and encircle the larger 
entry. 


Part III, Scction I, paragraph 1, itom b, subitens (18), (19), 
(20), (21), and (22) are anendod to read as follows: 
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(18) If there was a cotton acreage allotnent established 


for the farm, obtain the entry for item 3(b) fron 
section II, item 4(gz) of NCR~220. 


(19) If there was a cigar filler and binder tobacco acreage 


allotment established for the farm, obtain the entry for 
item 5(d) from Section II, item 3(g) or 4(g) of NCR~220, 


wherever the entry for "cigar filler and binder" has been 
made ° 


if there was a potato acreage allotment established for 
the farm, obtain the entry for item 3(c¢) from Section II 
iten 5(@) of NCR-220. 


If there was 2 wheat acreage allotment established for 
the farm, obtain the entry for item 3(f) from Section ITI, 
item 2(g) of NCR-220. 


If there was » aprn acreage allotnont established for 
the farm, obtrin the entry for item 3(g) from Section 
Pi eeber |) (er ot  NOR—2 20. 


Part ITI, Section I, paragraph 1, item e, subitem (lg) is 
anended to read as follews: 


(g) 


In the case of an agent, print the name of the principal 
for whom the agent is acting. If the agent represents 
an estate or the heirs of an estate and the names of the 
heirs are not disclosed, print tho name of the agent 
followed by the words "Agent for tho estate of j 
deceased" or "Avent for the heirs of ____, deceased," 


Part III, Section I, paragraph 1, itom c, subitom (2), the 
last sentence theroof is amended to read as follows: 


If the percontage ontries for each person in all 


columns of Section I of NCR-220 are the samo, make no 
cntries in columns (e) and (i) in lines 1 to 8, inclusive, 
but enter such percentage in item 10(e) or 10(i). 


Part III, Section I, paragraph 1, item f, subitem (2) i 


Ss 


amended to read as follows: 


(2) 


Obtain the entries for items 1 to 8, inclusive, for 
column (c) and (i) from the "total" line on Form NCR-220A 
for each crop, ror soil-building practices, and for 
restoration land, in columns 4 and 6, in whichever 

column the initials of such person appear. -If there 

is more than one type of tobacco, strike the entry in 
column (a) in any one of the lines 1 to 7 which otherwise 
would not be used, and enter the nane of the second type 
of tobacco. 


20. 


29, 


30. 
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Part III, Section I, paragraph 1, item g, is amended by the 
deletion of subitem (5) thereot. 


Part IIT, Section J, paragraph 1 is amended by adding the 
following new item h after item g thereof: 


h. In South Dakota and Nebraska, if the word "Idle" has 
been written across the face of Form NCR-220, write the 
word "Idle! across the face of the Form NCR-225 prepared 
therefrom. 


Part III, Section I, paragraph 2, item d, subitem (3) is 
amended by adding the following new sentence at the end 
thereof: 


If there are two entries in Section I, line 2 of 
NCRe225, for any of the columns (») to (i), inclusive, 
enter Don or ssichwentries in line 2 and encircle the 
larger of such entries. 


Part III, Section 1, paragraph 2, item d, subitem (7) is 
amended to read as follows: 


CON einterminglaneec, columns (b), (ce), (a), (Ce), (f). VOR 
(h), and (j) the applicant's percentage share with 
respect to each of the erops or goal, the names of 
which appear in the column headings. If no NOR-225A is 
attached the percentage shares may be obtained from 
Section IV, column (e) or column (i) of NCR-225; however, 
if the percentage share has been entered in NOR-225, 
Section IV, item 10(e) or 10(i), enter such percentage 
share on line 6 in column (i) above the "XXX" and make 
no other entries on line 6. If NOR-225A is attached the 
percentage shares for columns (bd), (c), (dad), (e), (f), 
(zg), (h), and (j) mey be obtained from NCR-225A on the 
line on which the applicant's name appears opposite the 
Letter "Dp". 


Part III, Section I, paragraph 2, item e, subitem (10) is 
amended to read as follows: 


(10) If no NCR-225A is attached obtain the entry for item 10 
from Section IV, item 8(e) or 8(i) of NCR-225, or if 
there is no entry in item 8(e) or 8(i) and soil-building 
practices were carried out on the farm, obtain the entry 


for item 10 from item 10(e) or 10(i) of Section IV of 
NCR-225. If NCR-225A is attached obtain‘the entry for 


item 10 from column (j) of NCR-225A on the line on which 


such applicant's name appears opposite the letter "D", 


Part III, Section I, paragraph 2 is amended by adding the 
following new items f and g after item e thereof: 


Minimum 
Amount of 
Set-Offs 


Idle Farm 


34. 


36. 


37. 


f. in $duth Dakota and Nebraska, if the word "Idle" has 
been written across the face of NCR-225, write the 
word "'Tdle"' across the face of NCR-226 prepared 
therefrom. 


g. Transfer any RF-202 from NCR-220 to the NCR-226 prepared 
for the debtor. 


Part III, Section I, paragraph 3 is amended by adding the 
following new items c and d after item b thereof: 


c. In South Dakota and Nebraska, if the word "Idle" has 
been written across the face of the NCR-225, write the 
word "Idle" across the face of the NCR-227 prepared 
therefrom. 


d. Transfer any RF-202 from NCR-220 to the NCR-227 prepared 
for the debtor. 


Part III, Section II is amended by renumbering paragraph 6 
thereof as paragraph 7 and adding the following new 
paragraph 6: 


6. If there is any Form NCR-226 in the lot for which there 
are two entries in Section II, line 2 of any of the 
columns (b) to (i), inclusive, or if there is any Form 
NCR-227 in the lot for which there are two entries in 
Section I, line 2 of ay of the columns (b) to (i), 
inclusive, affix the following certification above 
Section II of such NCR-226 or above Section I of NCR-227, 
as the case may be. 


"Excess planting was due solely to an 
erroneous allotment originally assigned 
as encircled hereon." 


Part IV, item lb at the bottom of page 1 is amended to read 
as follows: 


b. Overpayment under Agricultural Conservation Program and 
1937 Sugar Beet Program. 


Part IV is amended by adding the following new paragraphs 
immediately preceding Section I thereof: 


No set-off shall be made against a payment due an 
applicant under the 1938 Agricultural Conservation Program 
if the amount of such applicant's indebtedness as shown on 
the Register of Indebtedness is less than fifty cents ($0.50). 


Do not compute any payments other than a restoration 
land goal payment with respect to any Form NCR-225 which has 
the word "Idle" written across the face thereof. 


Ras poe 


48. Part IV, Section I, parsgraph 1, item a is amended to read as 
follows: 


a. Column (bd) - Cotton 


(1) EP Bb) is equal to or erester then 2(0), or 42 
"flood" or "drought!' is entered in 5(b), enter 
a dash in 6(b) and transfer the entry in 2(b) to 
Viti. otf Sb) ie lees than 2(b)/ and if."floodiver 
"drought!" is not entered in 5(b), obtain 6(b) for 
cotton by miltiplying 3(b) by 1.25. Transfer the 
smaller of the entries in 2(b) and 6(d) to 7(d). 
For the purposes of this paragraph, if two entries 
have been made in 2(b), the smaller of such entries 
shall be used. 


(2) Obtain 8(>d) for cotton by multiplying 4(b) by $0.024. 
Obtain 8(b) for Burley or dark air-cured tobacco by 
multiplying 4(b) by the applicable rate. The rate for 
Burley is $0.005 and the rate for dark air-cured is 
$0.0153. 


(3) Obtain 9(b) for cotton by multiplying 7(b) by 8(»). 
Obtain 9(b) for Burley or dark air-cured tobacco 
by multiplying 2(b) by 8(b). 


(4) Optain 10(b) by subtracting from 1(b) the entry in 
2(b). If zero is entered in 10(b), enter a dash 
in 11(b) and a zero in 12(b). If two entries have 
been made in 2(b), obtain 10(b) by subtracting from 
1(>) the larger of the entries in 2(b). 


(5) Obtain 11(>) for cotton by multiplying 4(b) by $0.05. 
Obtain 11(b) for Burley or dark air-cured tobacco as 
follows: For Burley multiply 8(b) by 10.0 and for 
dark air-cured multiply 8(b) by 5.0. 


(6) Obtain 12(b) by multiplying 10(b) by 11(»). 


Z9, Part IV, Section I, paragraph 1, item b, subitems (2) and (3) 
thereof are amended to read as follows: 


(2) Obtain 9(c) by multiplying 2(c) by 8(c). If two entries 
have been made in 2(c) obtain 9(c) by multiplying the 
smaller of such entries by 8(c). 


(3) Obtain 10(c) by subtracting from 1(c) the entry in 2(c). 
If zero is entered in 10(c), enter a dash in 1l(c) and a 
zero in 12(c). If two entries have been made in 2(c) 
obtain 10(c) by subtracting from 1l1(c) the larger of the 


ee he 


entries in 2(c). 


4O. Part IV, Section 1, paragraph 1, item c is amended to read as 
follows: 


c. Column (d) - Cigar Filler and Binder Tobacco 


(1) If 3(d) is equal to or greater than AlGsi by tepemls’ 
"flood", "drought", or "plant-bed disease" is 
entered in 5(d), enter a dash in 6(d) and transfer 
the entry in 2(d) to 7(d). If 3(d) is less than 
(4) and if "flood", "drought", or "plant-bed 
disease" is not entered in 5(d), obtain the entry 
for 6(d) by maltiplying 3(4) by 1.25. Transfer the 
smaller of the entries in 2(d) and 6(d) to 7(da). 
For the purposes of this paragreph, if two entries 
have been made in 2(a), the smaller of such entries 
shall be used. 


(2) Obtain 8(a) by multiplying 4(d) by $0.01. 
(3) Obtain 9(a) by multiplying 7(4) by B(d). 


(4) Obtain 10(d) by subtracting from i(a) the entry 
in 2(a). If zero is entered in 10(d), enter a 
dash in 11(a) and zero in 12(d). If two entries 
have been made in 2(d), obtain 10(d) by subtracting 
from 1(d) the larger of the entries in PAGS): 


(5) Obtain 11(da) by multiplying aC a) by 10.0. 
(6) Opvtain 12(d) by multiplying 10(a) by 11(4). 


Al. Part IV, Section I, paragraph 1, item d, subitems (1) and (4) 
are amended to read as follows: 


(1) Enter in 7(e) the smaller of 2a(e) and 3(e). If two 
entries have been made in 2(e), the smaller of such entries 
shall be compared with 3(e)» 


(4) Obtain 10(e) by subtracting from 1(e) the larger of 2(e) 
end 3.0, If zero is entered in 10(e), enter a dash in 
ll(e) and a zero in l2(e). If two entries have been made 
in 2(e), obtain 10(e) by subtracting from 1(e) the larger 
of the entries in 2(e). 


ape Part IV, Section 1, paragraph 1, itemo is amended to read as 
follows: 


e, Column (f) ~- Wheat 


(1) If 3(f) is equal to or greater than OCF) Onin) "fised"™ 
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or "drought" is entered in 5(f), enter a dash in 6(f) 

anid theneter tie entry in ec) bo: Wf}. "it 3(f) 

is less then 2(f) and if "flood" or "drought" is not 
entered in 5(f), obtain 6(f) by multiplying Gay hak 

1.25. Transfer the smaller of the entries in (it) 

and 6(f) to 7(f). For the purposes of this paragraph, 

sf two entries have been made in 2(f) the smaller of such 
entries shall be used. 


(2) Obtain 8(f) by multiplying 4(f) by SO. Lee 


(3) Obtain 9(f) by multiplying Pepeny out), 
(4) No entry should be made in 12(f) at this time. 


| 43, Part IV, Section I, paragraph 1, item f is amended to read as follows: 


f. Column (g) - Corn 


(1) If 3(g) is equal to or greater than 2(g), or if "flood" 

| or "drought"! is entered in 5(g), enter a dash in 6(2) 

| and transfer the entry in 2(g) to “(g). If 3(g) is 

| less than 2(g) and if "flood" or "drought" is not entered 
in 5(g), obtain 6(g) by multiplying 3(g¢) by 1.25. Transfer 
| the smaller of the entries in 2(g) and Ble) toate 

For the purposes of this paragraph, if two entries have 
been male in 2(g), the smaller of such entrics shall be 


| used. 


Obtain 8(g) by multiplying 4(z) by $0.10. 


“—™ 
w 
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| (3) Obtain 9(g) by multiplying "(g) by 8(g). 


(4) Obtain 10(g) by subtracting from 1(g) the entry in 

| (zg). If zero is entered in 10(g), enter a dash in 
11(g) and enter a zero in 12(g). If two entries have 
been made in 2(g), obtain 10(g) by subtracting from 
1(g) the larger of the entries in Ses 


(5) Obtain 11(g) by multiplying ee) py 6.08 


(6) Obtain 12(g) by multiplying 10(g) by 11(g)- 


44, Part IV, Section l, paragraph 1, item g, subitem 1 is amended 
by adding at the end thereof the following sentence: 


If there are two entries in 3(i) or 2(c) the smaller of such 
entries shall be used. 


45, Part IV, Section I, paragraph 1, item h is amended to read as follows: 


h. Column (i) - Total 
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46. 


47. 


48. 


49, 


ee 
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(1) Obtain 10(i) by subtracting from 1(i) the sum of 
DCP Me OCbpnwloce ys: Lords, 16C6 > anduloGey: 
If wero is entered in 10¢i); enter a dash in 11(3) 
and a zero in 12(i). For the purposes of this 
paragraph, if two entries have been made in 2(i) 
tue larger of such entries shall be used. 


(2) Obtain 11(i) by multiplying 8(h) by 5.0 unless there 
is an entry other than zero in 9(f). If there is an 
entry in 9(f) other than zero, obtain 11(i) by multi- © 
plying 8(f) by 5.0. 


(3) Obtain 12(1) by multiplying 10(i) by 11(1). 


(4) If a zero is entered in 12(i) and there are no entries 
in Section It, 2(b) and 2(b), enter zero in 120f) sang 
12(h) and make no computations with respect to Section 
II. If a figure other than zero is entered in 12(i) 
and there are no entries in 9(f) and in Section IT, 

1(b) and 2(b), enter 12(i) in 12(h) and make no com- 
putations with respect to Section II. If a figure other 
than zero is entered in 12(i) and there is an entry in 
9(f), and there are no entries in 9(h) and in Section II, 
tb )vand 2(b)},\ enter 12(1) “in 12(f). If a figurevoteen 
than zero is entered in 12(i) and there are entries in 
9(f) and 9(h), or if there are entries in Section II, 
1(o) and 2(b), make no entries in 12(f) and 12(h) until 
computations have been made with respect to Section II. 


Part IV, Section I, paragraph 3 is amended by relettering items 
a and b thereof as items b and c and by adding the following 
new item a. 


a. If there is no entry in 8(b), enter zero in 8(c) and 9(c) 
and make no computations with respect to Section III. 


Part IV, Section I, paragraph 4, new item b thereof is amended 
by adding the following new sentence at the end thereof. 


If two entries have been made in Section I, item 2(i), obtain 
2(b) by subtracting from 1(b) the smaller of the entries in 
Section 1, item 2(i). 


Part IV, Section I, paragraph 4, item d, subitem (13), the first 
sentence thereof is amended to read as follows: 


(13) If the division of payments with respect to a farm is the 
same for all crops, soil-building practices, and the 
restoration land goal, there will be no percentage entries 
in columns (e) and (i), except on line 10. 


Part IV, Section I, paragraph 5, item g is amended to read as 
follows: 
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50. 


De. 


o4. 


D0. 


Salers 


g. Ootain a factor by dividing the amount in the heading of 
column (n) or (0) by the total of such colum. Carry. 
such factor to five decimal places and round to four. 
Enter such factor in the space provided in the heading of 
column (p). 


Part IV, Section I, paragraph 5, item i is amended by adding 
the following new sentence at the end thereof. 


If, due to the rounding of fractions, the total of column (p) 
is not equal to the entry in the heading of column Cnitor 
column (0), the total in column (p) may be considered correct 
and no adjustments should be made in the individual entries 
in column (v). 


Part IV, Section I, paragraph 5 on page l2 is renumbered as 
paragraph 6 and is amended to read as follows: 


6. Upon completion of the computations in connection with 
all Forms NCR-225 and NCR-225A in the lot, initial and 
enter the date in Section III of NCR-224 in the spaces 
provided therefor and release the Forms NCR-225, NCR-225A, 
and NOR-224 to a review clerk. 


Part IV, Section I, old paragraph 6 is amended by deleting the 
following: "6. Computation of Net Payments to Applicants" 
and substituting in lieu thereof the following: 


II. Instructions to Computing Clerks for Making Computations 
on NCR-226 and NOR-227A. 


1. Computations with respect to NCR-226. 


Part IV, new Section II, new paragraph 1, item i is amended 
to read as follows: 


i. Upon completion of the computations in connection with 
all Forms NCR-226 in a lot, initial and enter the date in 
Section III of NCR-224 in the space provided therefor, 
if there are no Forms NCR-227A in the lot. Prepare and. 
attach RF-204 to each no payment case. 


Part IV, old Section II is amended by deleting "II. Instructims 
to Computing Clerks for Making Computations on NOR-227A", and 
by renumbering paragraph 1 thereof as paragraph c. 


Part IV, new Section II, new paragraph 2, item e, subitem (3), 
(gz), (a-1):; item g, subitem (5), (a); item i, subitem (4), (a): 
item i, subitem (5), (i), (a-l) are amended by deleting the 
parenthetical expression "(Carried to three decimal places)"' 
and substituting in lieu thereof the parenthetical expression 
"(carried to five decimal places and rounded to four)". 


1 f 


56. 


O76 


58. 


Des 


60. 


ee 


Part IV, new Section II is amended by adding the following 
new paragraph .3. 


3. Upon completion of the computations in connection with 
all Forms NCR+-227A in a lot, initiel and enter the date 
in Section III of NCR-224 in the spaces provided therefor. 
Prepare and attach RF-204 to each no payment case. 


Part IV, Section III, paragraph 1, item a is amended to read 
as follows: 


a. When checking Section IV, columns (b) and (c) of NCR-225 
or the amounts in the headings of Section IVa of NCR-225A, 
obtain the total of all payment entries in Section I on 
line 9 and Section III, item 9(c) and obtain the total 
of all deduction entries in Section I on line 12. Optain 
the difference between the total for payment entries and 
the total for deduction entries, 


(1) If the total of the payment entries is larger than 
the total of the deduetion entries, the difference 
should agree with the entry in Section IV, 10(») 
or with the entry in Section IVa in the heading of 
column (n). 


(2) If the total of the deduction entries is larger than 
the total of the payment entries, the difference 
should agree with the. entry in Section IV, 10(c) or 
with the entry in Section IVa in the heading of 
eolumn (0). 


Part IV, Section III, paragraph 2, the introductory part thereof 
is amended to read as follows: 


2, After a review of the computations for all Forms NCR-225 
and NGR-2254 for lots in the first transmittel for a 
county has been completed, a sheet of paper should be 
fastened securely to NCR-224 showing: 


Part IV, Section III, paragraph 3 is amended to read as follows: 


3. Upon completion of the review of Forms NCR-225 and NCR-225A, 
initial and enter the date in Section III of NOR-224 in 
the spaces provided therefor and release the lot to the 
record clerk in the Computation Unit. 


Part IV, Section III is amended by adding the following new 
paragraph 6 following paragraph 5 thereof: 


6. Upon completion of the review of Forms NCR-226 and NCR-227A, 
initial and enter the date in Section III of NOR-224 in the 
spaces provided therefor and release the lot to the record 
clerk in the Computation Unit, 
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61. Part IV, Section IV, paragraph 2, item ec is amended to read as 
follows: 


c. Enter in the space provided therefor in Section Iv, Lime, 
2 of NCR-226, the rate of deduction for county association 
expenses. 


Part IV, Section IV, paragraph 2, item f is amended to read as 
follows: 


f. Upon completion of the entry work in connection with all 
Forms NOR-226, NCR-227, and NCR-227A in the lot, review the 
entry work thereon. Initial and enter the date in Section 
Ill of NOR-224 in the spaces provided therefor and release 
Forms NCR-226 and Forms NOR-227 for which Forms NCR-227A have 


been prepared, together with Forms NCR-227A, to a computing 
clerk. 
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UNITED STATES DEPARTMENT OF AGRICULTURE 997 99 ian 
AGRICULTURAL ADJUSTMENT ADMINISTRATION ~ “' “Yeo * | 
NORTH CENTRAL DIVISION | “© Dapsutmont of Agricettus | 


INSTRUCTIONS RELATIVE TO HANDLING 1938 
SUMMARTES OF PERFORMANCE, FARM COMPUTA- 
TION SHEETS, AND APPLICATIONS FOR PAY- 
MENT IN STATE APPLICATION FOR PAYMENT 
SECTIONS IN THH NORTH CENTRAL REGION. 


NCR-State 208 is hereby amended as follows: 


1. Part II, Section VII, paragraph 3 is amended by adding 
at the end thereof the following new gentence: 


If the difference between the name of the applicant 
as originally printed and the signature of the 
applicant would be unacceptable in accordance 

1 with the provisions of paragraph 5 of this 
Section VII, prepare and attach a memorandum 
addressed to the chief of party of the General 
Accounting Presudit Office for the signature 

of the certifying officer stating that according 
to the records of the State office the name of 
the applicant as it appears on the application 
for payment is correct. 


2. Part II, Section VII, paragraph 12, item b is amended 
by adding at the end thereof the following: 


or (6) summer fallowing is carried out on an 
acreage not less than the usual acreage summer 
fallowed in an established retation, or on 
approximately 50 percent of the cropland, 
whichever is the smaller, and sucl. faliowing 
is performed or handled in such a manner as 

to provide protection from wind and water 
erosion. 


3. Part III, Section I, paragraph 1, item b, subitem (25) 
is amended to read as follows: 
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(25) Enter in item 10(j) the entry in Section VI, 
item 1(d) of NCR-220. Enter zero in item 
10(j) if the farm is in the wind erosion 
area and no entry has been made in Section 
VI, item 1(d) of NCR-220. 


Part III, Section I, paragraph 1, item c, subitem (1) 
is amended to read as follows: 


(1) Obtain the entry for item 1(b) from Section VI, 
item 2(a) of NCR-220. Enter zero in item 1(b) 
if the farm is located in the wind erosion 
area and no entry has been made in Section Vie 
item 2(d) of NCR-220. 


Part siils section l, paragraph, item c, subliten (2) 
is amended to read as follows: 


(2) Obtain the entry for item 2(b) from Section VI, 
item 3(d) of NCR-220. Enter zero in item 2(b) 
if the farm is located in the wind erosion area 
and no entry has been made in Section VI, item 
3(da) of NCR-220. 


Part III, Section I, paragraph 2, item c, subitem (1) 
is amended to read as follows: 


(1) If there is an entry in Section VII, column (b) 
of NCR-220 on the line on which the initials of: 
the applicant have been entered in column (a), 
print in item 3 the name and address of the 
assignee. In the case of a regular assignee 
enter a comma following the name of the 
assignee and print the word "assignee" in- 
nediately following the comma. In the case of 
a preferred assignee, print the words 
"Treasurer United States" on the first line; 
Ng/o "(Enter the abbreviated 
nene of the governmental agency) on the second 
line; and the address of the office which 
advanced the loan on the third line. 


Part IV, Section II, paragraph 2, is amended by re- 
lettering item j as item k and by adding the following 
new item j after item i: 


j. If there are one or nore regular assignnents 
and no preferred assignments and no set-offs 


(1) 


(2) 


(3) 


(5) 


unt. 


Obtain the entries for colum (d) for each 
line on which the name of an assignee 
appears by multiplying the entry in column 
(c) on such line by 100 percent minus the 
rate of deduction for county association 
expenses. 


Enter in column (f) the smaller of the 
entries in columns (d) and (e). 


Enter in 1(f) the total of the entries 
in column (f). 


If 1(f) is greater than 3(c) 


(a) Divide 3(c) by 1(f) and enter the 
factor so obtained (carried to five 
decimal places and rounded to four) 
above the heading of column (h). 


(b) Obtain the entries for column (h) by 
multiplying the entries in column (f) 
by the factor obtained under subpara- 
graph (a), supra. 


(c) Enter zero in 7(h). 
If 1(f) is less than 3(c) 


(a) Transfer to column (h) the entries in 
column (f). 


(ob) Enter in 1(h) the total of the entries 
in column (h). 


(c) Obtain 7(h) by subtracting from 3(c) 
the entry in 1(h). 


NOR-State 208, Supvlement No. 3 Issued December 7, 1938. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINT STRAT LON- 
NORTH CENTRAL DIVISION 
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INSTRUCTIONS RELATIVE TO HANDLING 1938. 
SUMMARIES OF PERFORMANCE, FARM COMPUTA~ 
TION SHEETS, AND APPLICATIONS FOR PAY- 


MENT IN STATE APPLICATION FOR PAYMENT | 
SECTIONS IN THE NORTH CENTRAL REGION: 2. ay 
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NCK-State 208 is hereby amended as follows: 


ie fart Il; Section V, paragraph 1, the first sentence 
thereof is hereby amended to read as follows: 


Two clerks working together shall check entries 
on Forms NCR-220 against NCR-209 or the county 
check yields and, if the State Committee deems 
it desirable, shall correct the entries on 
NCR-220 to agree with the entries on NCR-209 or 
the county check yields, 


ee Part III, Section I, paragraph 1, subparagraph b, item (14) 
is hereby amended to read as follows: 


(14) Obtain the entry for item 2(f) from 
Section IV, item 2(b) of NCR-220. If 
two entrics have been made in Scction 
IV, column (b) of NCR-220 for this crop, 
enter the smaller of such entrics in 
item 2. 


4. Part Via, Section III, subsection Bigs hereby amended 
to read as follorsa: 


B. The symbol and title of the trust fund 
to be entered opposite the payee "Treas. 
U. S." on ACP-75 and to be entered in 
the third column of Form 1096 shall be 
"128128 —- Deductions, Agricultural Adjust- 
ment Program Payments, Farm Security Ad- 
ministration." 
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Part VIb, Section IX, paragraph 3, subparagraphs b 
and c are hereby amended to read ag follovs: 


b. 


If a returned check has been canceled, cnter 
under the heading "Action Taken" the notation 
"See attached form" and attach to the APS 
copy of ACP-28 a copy of Form 1044 or a copy 
of ANA-375, after such form has been roturned 
from the Disbursing Office or the General 
Accounting Office, as the case may be, indi- 
cating that the check has been canceled. 

Enter under the heading "Action Taken" tho 
fund credited in the spaces provided therofor. 
Enter in the body of ACP-28 the amount of the 
county associntion expenses previously charged. 
Also, indicate what part, if any, of the 
original vayment is reclainable. Distribute 
the copies of such form as set forth in sub- 
paragraph 4 of this paragraph A. 


If a refund equal to or in excess of the amount 
of an overpayment has been schedvled, enter 
under the heading "Action Taken" the notation 
"See attached form(s)" and attach to the APS 
copy of ACP-28 a copy of any form used in ef- 
fecting disposition of the remittance. Enter 
under the heading "Action Taken' the certificate 
of deposit number, the date of deposit, and the 
fund credited in the spaces provided therefor. 
Enter in the body of ACP~28 the amount of the 
county association expenses previously charged, 
the correct amount of county association ex- 
penses and the diffcrence between such amounts. 
Distribute the copies of form as set forth in 
subparagraph 4 of this paragraph A, 


’ 
. 
1 t 
a: 
. 
4 
rt 


hentai .o eee 


‘nod 2? Oe 
to: eae o Bar 


we » 


ae 
yore f Pod aa Pec »: Firseeet' ¢ f 


Ye 


A 4 
rk. - 
’ y ' } 7) 
v ; P i pinelt , 4 pw es ie r G ' ad ' 
‘ M tie og! 13 Wa A » a et 4 ae ee % yn Hie 
‘ oe Ad ti 
’ % ~ , y a 7 . b> ™ iM ? re.” Perat< i ts 
iB CAT dk Fass : os, oy FP PUbae Parr 
a 
: % 
BI 5 “4 ap ; 
2 eur ? < » ’ e 
aad 3 ’ fp a ae t ~ a te iP Ra ” LS € 
‘ ” a %, j 
- * -* ~*~ 1 
md fot to wage 8, te San OO i 
by kh 7 
” i ie tae: Ov's g Sw ear Sub : 
* * iY oat oe 4 ty Hare > 
" , 3 fi tee ro a's a4 ; Me ee Naga? Me 7 
=" ’ 7 ‘ 
* “ . ¥ y, 
é } ey 4 MH. i ra Vv “ 
y - as i _ 
re 7 — 4 4) ‘ 
i “ Oc, SOC iy veo » Lire ' 
ca 4 | Aq 
TF o pty ' ¢ ty oe. 
uiae. iar? > fora oN 5 a Pe ae pha v +a Ww A 
A. * f 
e+: A ad } mATS £ i 
Yy 4 f ‘ P — 
on - Yo bye ) ii; 4 ‘ 
» ) * > ¢ 
terck rus : ar 33 . | 
i 
Dats : ; vie Bel 4 
hun b J ata é wey 1 5 ; 
> © ” i PS 4 
§ 
n> y a? \ q ° ; 
\ Fi 
’ 
: S r z ize ‘ ‘ eS * 
ey % 
toten ree Cy y 
* . 7 — a 
i 4 4 ra 4 . 
, oe ; e ; mS ite 7 in ; 
7 \ 
ss 
. F sas - ? 
is Ni wa t fy - { we 
; . r vi ay a 3 
‘ 
, f 
} ’ 2 } . Rid pe ¢ 
7 . \ ‘ . :! é 
‘ 4 n tax, Raed 
z i D Ghaie A we + ea OS 
: —_ & % 
D> ans «« Gwe P| 1 39 
. > AH . =p 
‘a ind : d Py 4 MU 5 i 
*, 
, us * te : yf + 
See 43 Le i q 
4 s~ » | ‘ ir “4 Pha e I 
. ‘ 
LP eee) EL Ra goes ae ry BY f 
s  : + r 
12 Rr B hThAS : 
i 
Ay 


A foment) e228? Yo} aaeeerieree 


« 


5 a ee ee oe 
| |) ae . , 4 rh Fe ES J 
’ : | ee C a | VE a) 
fi 
Lt 
| 


NOR-State 208, Supplement Wo. 40" * =" °” tgauea February 15, 1959. 


a - [ ." , 


UNITED STATHS DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


IUSTRUCTIONS RELATIVE TO HANDLING 1938 SUMMARIES oF 
PERFORMANCE, FARM COMPUTATION SHEETS, AND APPLICATIONS 
FOR PAYMENT IN STATH APPLICATION FOR PAYMENT SECTIONS 

IN THE NORTH CENTRAL REGION 


2 ne om 


WCR-State 208 is hereby amended ag follows: 
i. Part Il, Section III, paragraph 2 is hereby amended to read as follows: 


&. If an acreage has been circled for sugar beets or any special 
Crop other than cotton in one of the columns (b) to (f), in- 
clusive, determine that an acreage equal to such circled entry 
has been entered in one af the columns (b) to (f), inclusive, 
and that such acreage has not been circled. 


Part VI, Section II, paragraph 8 is amended to read as follows: 


8. If a corrected NCR-220 or a request for correction in basic 
data is received from the county committee after a check has 
been issued under an application for payment prepared from 
the original NCR-220 and if the correction is acceptable, 
the computation sheet and the adjustment application for pay- 
ment for each person who was paid on the incorrect data shall 
be handled in the manner set forth in NCR-State 208, Part VIb. 
The corrected application for payment for each person who was 
not paid on the incorrect data shall be prevared and handled 
in the manner set forth in paragraph 6 or 7 above and when 
submitted to the General Accounting Preaudit Office need not 
be accompanied by a statement of claim, recommendation of the 
county committee, or memorandym of explanation from the State 
office other than a reply to the preaudit different state- 
went in case the original apylication for payment was sus- 
oended by the General Accounting Preaudit Office. However, 
the corrected computation sheet, the recommendation of the 
county committee if required, and a memorandum of explanation 

._ from the State office shall be submitted to the General 
Accounting Preaudit Office in the manner set forth in NCR 
State 208, Part VIb, prior to or at the same time that such 
corrected application for payment is submitted to the General 
Accounting Preaudit Office. 
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Part Via, Section IV, ig amended by adding the following new 
paragraph C and relettering old paragraph © thereof ag paragranh D, 


Oi If it appears that the payment due the applicant is in 
excess of the amount to be set off, prepare one copy 
of ACP-85 by entering thereon in the space provided therefor 
the percentage deducted for association expenses, Attach 
the ACP-85 to the Form ACP-25 before it is transmitted to 
the General Accounting Preaudit Office, 


Part Via, Section Vi; paragraph B, item 9 is amended to read as follovs: 


- 2 Attach the original and three Copies of AD~42 to ACP-25, 


~Forn ACP-85, if any, and the related application for pay- 
ment before it is transmitted to the General Accounting 
Preaudit Office, Retain the other copies of AD-42 in the 
State office, 


Part Via, Section ik. paragraph C, item 3 is amended by adding the 
following after the last sentence thereof: 


If Form AAA~367 shows that all of the payment due the 
applicant was set off or assigned, prepare one covy of 
Form ACP-85 by entering thereon in the space provided 
therefor the percentage deducted for association expenses, 
Forward such form to the applicant. 


Part VIb, Section III, paragraph A, itom 1, the last sentence theroor 
is amended to read as follows: 


In the evont the claim is based on an erroncous sct-off 
determine that Form 1097 has been prepared providing for 
a& proper adjustment in the appropriations ecrodited and 
charged with tho amount of tho crroneous set-off, 


Part VIb, Section III, paragraph C, itom 1 is amonded to read as follovs: 


1. If the claim is found to be acceptable, prepare a corrected farn 
Computation sheet and corrected application for payment forms. 
The corrected farm computation sheet shall be prepared in the 
regular manner and forwarded to the General Accounting Preaudit 
Office with the recommendation of the county committee, if 
required, and a memorandum of explanation from the State office, 
The corrected application for each person who was underpaid 
as a result of the incorrect data shall bear the same serial 
number as the original application, followed by the letter "A", 
except where the claim is based on the use of an improper from, 

In the case of a corrected NCR-226, enter immediately to the 
left of the entries in Section IV, itens dy) 8,0 Open, the 
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amounts shown for such item on the orizinal application, 
and enter immediately to the left of these entries the 
differences between the corrected entries and the original 
entries. In the case of a corrected NCR-227A, center im- 
mediately to the left of the entries in Section V, items 

2c to 7c, inclusive, and immediately to the left of the 
entries in column (h), the amounts shown for such items 

on the original application, and enter immediately to the 
left of these entrics the differences between the corrected 
entries and the original cntrics. Thoreafter, forward such 
application to the county office for tho signature of the 
applicant and a momber of the county committee. In all 
such cases a corrected application must be signed by the 
applicant and by a momber of the county committoe, irrespective 
of whether the crror which rosultcd in the underpayment was 
made in the county offico or in the Application for Paymont 
Section. 


8. Part VIb, Soction III, paragraph D is amended to road as follows: 


D. Certification of Adjustment Payment.--Prepare a memorandum 
to the Chief of Party of the General Accounting Preaudit 


Office on Form MNCR-128 and transmit such memorandum together 
with the corrected application, statement of claim, and 
rolated papers to the General Accounting Preaudit Office. 


9. Part VIb, Scction VIII, paragraph C is horoby amondod to road as 
follows: 


C. Proparation of Voucher.--If tho claim submitted on Form 1055 
is found to be regular and the original check has been can- 
coled, schedule the amount claimed not in excess of the 
amount duc in tho regular manner, except that cach case shall 
be scheduled on a separate voucher. Whore there is nore than 
one person ontitled to share in the estate of the docedent 
separate poynents shall be certified to each claimant entitled 
to share in the ostate in the amount of each such porson's 
rospective share unless the claimants havo joined in naning 
2 trustee for the purpose of receiving and distributing the 
payment, in which case payment shall be ccrtificd to the 
trustee in his ropresontative capacity. Paymont to the 
clainant should be scheduled in a manner that will clearly 
indicate tho capacity in which the claimant is entitled to 
paynent, Tho following cxanples illustrate the manner in 
which these cases should be scheduled. 


1. Clein by widow, funcral expenses having been paid 
out of the ostato, and no claim having beon received 
fron any preforred creditor, 
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(a) Schedule to, "Mary Jones, widow of John, Jones, 
deceased," 


2. Claim by widow who has waivers from preferred creditors, 
(a) Schedule same as in l(a). 


3. Claim by widow who has paid funeral expenses in full 
out of her personal funds, 


(a) Schedule to "Mary Jones, widow of, and payer 
of funeral expenses of, John Jones, deceased," 


4. Claim by widow who has paid funeral expenses in part 
out of her personal funds, 


(a) Schedule amount due her as, "Marvy Jones, widow of, 
and part payer of funeral expenses of, John 
Jones, deceased," 


Se Claim by widow who is also custodian of minor children 
or decedent, 


(a) Schedule to "Mary Doe, widow of and custodian of 
James and Margaret Doe, minor children of John 
Doe, deceased," 


(ob) If there are more than two minor children, schedule 
to "Mary Doe, widow of and custodian of the minor 
children of John Doe, deceased," 


6. Claim of an adult heir, or of a minor who has been 
emancipated, 


(a) Schedule to "James Doe, son of John Doe, deceased." 
7. Claim by snouse of an incompetent, 


(a) Schedule to "Mary Doe, wife of, and for the benefit 
of John Doe, incompetent." 


8. Claim by preferred creditor of estate, 


‘- (a) Schedule to "John Roe, preferred creditor of John 
Doe, deceased." 


Part Vib, Section IX, paragraph M, item 2, sub-item "n" is amended 
by adding at the end thereof the following: 


If the claim is based on an erroneous set-off the statement 
of explanation should include the fact that Form 1097 has 
been prepared providing for a proper adjustment in the 
appropriations credited and charged with the’ amount of the 
erroneous set-off. 
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MENT-ADMINISTRATION 
NORTH CENTRAL DIVISION 


INSTRUCTIONS RELATIVE TO HANDLING 1938 SUMMARIES OF PER- 


FORMANCE, FARM COMPUTATION SHEETS, AND APPLICATIONS 
FOR PAYMENT IN STATE APPLICATION FOR PAYMENT 
SECTIONS IN THE NORTH CENTRAL REGION. 


‘. NCR-State 208-is hereby amended as follows: 


LM 


3. 


Part VIb, section III, paragraph D, is hereby amended by 
adding at the end thereof the following sentence: 


If the claim was submitted because a set-off was 
made against the wrong person, or against a 
proper person but in an amount greater than the 
indebtedness, determine that a copy of a properly 
executed Form 1097 providing for a proper adjust- 
ment in the appropriations credited and charged 
with the amount of the erroneous set-off is 
attached, | 


Part VIb, section VIII, paragraph A, item 2 is hereby 
amended by renumbering items c to h, inclusive, as 

d to i, inclusive, and by inserting the following 
new item c; 


c. If the amount of the government chock involved 
exceeds $100.00, the claim filed by a relative 
of the decedent, other than the widow, must be 
accompanied by a statement signed by the claimant 
as to whether there are any outstanding debts against 
the estate, or a listing of the various debts, the 
amounts thereof, and the persons to whom such debts 
are due. If the claim is filed by a preferred 
creditor, Form 1055 must be accompanied by a 
statement signed by a member of the family of the 
decedent, who is in a position to know, to the 
effect that there are no other claims against the 
estate having an equal or greater degree of 
preference, or a statement listing such claims. 
If the order of priority of debts is not known, 
a listing of the debts should be submitted. 


NCR.State 208, part VIb, section IX, paragraph F, item 2, 
subitem m is amended to read as follows: 


ae 


Enter in the fourth column the words "Payee not 
entitled." Enter in this column the number of 
the check by which the overpayment was made and 
the D. 0. voucher number of the schedule form on 


which such check was listcd and the period in which 


the items listed under the D. 0. voucher number 
were paid, ‘hie wt Wd ae 


Part VIb, section IX, paragraph L, item 2, subitom a is 
amended to read as follows: 


ae 


If the set-off relates to an A.A.A, indebtedness 
which does not appear on the Comptroller's Register 
of Indebtedness prepare Form 1097 in septuple 
(original and six copies). If the set-off relates 
to an A.A.A. indebtedness which appears on the 
Comptroller's Register of Indebtedness prepare 

Form 1097 in octuple (original and seven copies). 
If the set-off relates to a F.S.A. indebtedness 
which does not appear on the Comptroller's Register 


of Indebtedness, prepare Form 1097 in nonuple 


(original and eight copies). If the set-off 
relates to a F,S8.A. indebtedness which appears on 
the Comptroller's Register of Indebtedness, 
prepare Form 1097 in decunle (original and nine 
copies). 7 


Part VIb, section IX, paragraph L, item 2, subitem a is 
amended by adding at the end thereof the following new 
sentence: 


If the set-off relates to a F.S.A. indebtedness, 
enter in the space above the words “Bureau 
or Office" the letters "F.S.A.", instead of 
the letters "A.A.A." 


Part VIb, section IX, paragraph L, item 2, subitem g 
is amended to. read as follows: 


ge 


“Enter in the column headed "Reference (Vou. Schedule, 


or C/D number)" the schedule number, and the D. 0. 
voucher number of the payment against which the 
erroncous set-off was made. If the adjustment 
involves collections, enter also the certificate 
of deposit number, If the indebtedness is to the 
A.A.A., enter also the D. 0. voucher number under 
which the indebtedness arose. 


<i 


ig as 


7. Part VIb, section IX, paragraph L, item 2, subitem l 
is amended to read as follows; 


1l.. If the set-off. relates to an indebtedness other 
than to the F.5,4., the certifying officer shall 
sign Form 1097 in the space provided for the signa- 
ture of the approving officer and shall enter his 
title in the space provided therefor, The name 
and title of the certifying officer shall be typed 
on all copies of Form 1097. If the set-off relatos 
to an indoptedness to the F.S.A., the space for the 
signature and the titlo of the approving officer 
shall be left blank. In such case center the word 
"rocommended" to the left of the space provided for 
the signeture of tho approving officer, The cortify- 
ing officer, shell sign and cnter his title, followed 
by the lettors "A.A,A," benoath the word "recommended," 
The namo and title of the cortifying officer, together 
with the word "recommended" and the letters "AAA" 
shall bo typed on all copies of Form 1097, 


84  SPartavly,. seotion IX, paragraph L, item 2, subitem nis 
amended to read as follows: 


n. Stamp or type on one copy the words "Forward to 
Records and Accounts Section, AAA, Washington, D. C." 
and stamp or type on one copy "Return to North 
Contral Division, Room No. 5718, South Building." 

If the set-off relates to either an AAA indebted- 
ness or F.S.A, indebtedness appearing on the 
Comptroller's Register of Indebtedness, stamp or 
write on one copy the words "Forward to Comptroller, 
AAA," If the set-off relates to an indebtedness to 
the F,S.4., prepare and forward immediately a 
memorandum to the Regional Director of the F,S.A. 
to whom a copy of Form 1096 was transmitted by the 
Regional Disbursing Office advising him that he may 
disregard the erroneous Form 1096, Forward im- 
mediately a copy of this memorandum to the Comp- 
troller of the Agricultural Adjustment Administration, 
Washington, D, C., unless the set-off was made 
pursuant to AAA-37<2, 


9, .Part VIb, section IX, paragraph L, iten 3 is anended to 
read as follows; 


3. Distribution of Forn, 
a, If the set-off relates to an A, A,A, indebtedness, 


which does not appear on the Oomptrollor's Register 
of Indebtedness, forward the original and 4 copies 


sted 


(including the copies marked "Forward to 
Records and Accounts Section, AAA, Washing- 
ton, D. C." and "Roturn to North Central 
Division, Room No. 5718, South Building") 
to the North Central Division. Retain one 
copy in the APS file and forward the other 
copy of Form 1097 together with the cor- 
rected application, statoment of clain and 
related papers to the General Accounting 
Proaudit Office, It will not be necessary 
to withhold cortification of the adjustment 
paynent ponding reccipt of an accomplished 
copy of Forn 1097. 


(1) The North Contral Division will retain 
one copy and forward the original and 
throe copies to the office of Budget and 
Finance. 


(2) The office of Budget and Finance will retain 
two copies and forward the original and one 
copy to the General Accounting Office. 


(3) When action has been taken the General 
Accounting Office will retain the original 
and return the executed copy to the office 
of Budget and Finance. 


(4) The office of Budget and Finance will retain 
one executed ‘copy, forward one executed copy 
to the Records and Accounts Section, and 
return the other executed copy to the North 
Central Division for return to the State office. 


(5) When ‘the exceuted copy is received in the 
State office from the North Central Division, 
enter on the copy in the APS file the action © 
taken thereon by the General Accounting Office. 


(6) Forward the executed copy received from tho 
North Central Division, together with the 
original of ACP-28, to the State accountant. 


If tho set-off relates to an A,A,A. indebtedness 
which appears on the Comptrollor's Register of 4 
Indebtedness, forward the original and 5 copies 
(including the copy marked "Forward to Comptroller, : 
AAA" in addition to tho copics mentioned hercinbofore) 
to the North Central Division. Retain one copy in 


f 4 


¥ 


Be ime 


tho APS. file and forward the other copy of Form 1097 
together with the corrected application, statoncent 

of claim and related papers to the General Accounting 
Preaudit Office. It will not be necessary to withhold 
-cortification of the adjustnont paymont pending reccipt 
of an accomplished copy of Form 1097... 


(1) Tho disposition of the original and the copics 
of Form 1097 will be the same as Ln o@. supra, 
except . that the extra copy, marked "Forward 
to Comptroller, AAA", will be forwarded to the 
Comptroller of the Agricultural Adjustment Ad- 
ministration by the office of Budget and Finance 
aftor action has been taken. by tho General 
Accounting. Office. 


If the sct-off relates to a F.S.A. indebtedness which 
does not appear. on the Comptroller's Register of 
Indebtedness, forward the original and 6 copics 
(including the 2 oxtra copics and the copics men- 
tioned in a, supra) to the North Central Division, 
Retain one copy in the APS file and forward the other 
copy of Form 1097 together with the corrected applica- 
tion, statement of claim and related papers to the 
Gonoral Accounting Preaudit Office. It will not be 
necessary to withhold certification of the adjustment 
payment pending reccipt of an accomplished copy of 
Form 1097, 


(1) Tho North Central Division will forward the 
original and one copy to the Accounting Section, 
Finance Division, Farm Sccurity Administration, 
Room 204, City Club Building, Washington, D. C. 


(2) The Farm Security Administration will sign the 
original and return it to the North Central 
Division, retaining the copy. 


(3) The North Central Division will dispose of the 
original and the copies thereof in accordance with 
a and b, supra, 


(4) The office of Budget and Finance will forward 
the extra copy to the Farm Security Administra- 
tion after action has been taken by the General 
Accounting Office. 


If the set-off relates to a F.S.A. indebtedness which 
appears on tho Comptroller's Register of Indebtedness, 
forward the original and 7 copies (including the copy 
marked "Forward to Comptroller, AAA" in addition to 
tho copics mentioned inc, supra) to tho North Central 


ane = 


Division. Retain one copy in the APS file and 
forward the other copy of Form 1097, together with 
the corrected application, statement of claim and 
related papers to the General Accounting Preaudit 
Office. ‘It will not be necessary to withhold certi- 
fication of the adjustment payment pending receipt of 
an accomplished copy of Form 1097. 


(1) The disposition of the original and the copies 

of Form 1097 will be the same as inc, supra, 
except that the extra copy marked "Forward to 
Comptroller, AAA" will be forwarded to the 
Comptroller of the Agricultural Adjustment 
Administration by the office of Budget and 
Finance after action has been taken by the 
General Accounting Office. 
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the instructions contained nerein shall be followed in the 
plication for Payment Section in the State of Ohio in handling 
rs NCR-2204, Supplement to the Summary of Performance, Forms 
R-225L, Licking County, Ohio, Farm Computation Sheet, Forms 
 *RCR-2261, Application for Payment for One Farm, Forms NCR-227L, 
Application for Payment for More Than One Farm, and related 
ors. 


embers of the State committee and all persons working in 
_ the Application for Payment Section shell become thoroughly 
familiar with the instruct: 


uxcept as provided herein the flow of Forms NOR-22c0A, 
NCR-225L, NCR-226L, end NOR2272 through the Application for 
Payment Soction shail bo the samo as the flow of Forms NOR-220A, 
NOR-225, NCR-226, and WCR-S27A as sot forth in WCR-State 208. 


Forms NCR-222, NCR-222A, NOR-224, NCR-228, NCR-229, 
NCR-230, RF-6, RF-201, RF-202, RP-203, R¥-204, RF-205, ACP-22, 
ACP-75, and ACP-76 shall bo used in connection with the 
haneling of Forms NOR~220A, NCR-225L, NCR-226L, and NCR-227L in 
the manner set forth in NCr-State 208, for the use of such forng 
in connection with the handling of Forms NCR-220A, NCR-225, 
_ WOR-225, and ECR-227A, 


ca, 
; huts > 2 
WO “Ota 


NCOR-State 208, Licking County 


PART 1. FSCORDS UNIT 


Except as provided herein, Forms NCR-220A, NCR-225L, NCR-226L, 
WOR-227L, and related forms shall be handled in the Records Unit 
in the manner set forth in NCR-State #08, Part I for handling 
Forms NCR-220A, NCR-225, NCR-226, NCR-227A, and related forms. 

Data for Forms NCR-225L, NCR-226L, and NCR-22”L shall be 
included on NCR-231 with data for Forms NCR-220, NCR-226, and 
NCR-cevA. Also a separate NCR-231 shall be submitted to the 
Director of the North Central Division showing only data for 
Forms NCR-225L, NCR~226L, and MCB-227L. Mo entries need be 
made in Section III of such NCR-231, 

The originals for Forms NCR-220A shall be submitted to the 
General, Accounting Preaudit Office, together with the corresponding 


Forms NCR-225L. 


NOR-Ste te 208, Licking County 


‘PARR I - _ BXANTNATION UNIT 


Except as nrovided herein, forms NCR-2Z20A, NCR-225L, NOR-226L, 

-NCR-227L, and related forms shall be handled in the Examination Unit 

in the manner set forth in NCR-State 208, Part Il for handling forme 
NCR-220A, NOR-225, NOR-226, NOR-227A, and related forms. 


i. Instructioris to Checking aleve meek Gheenine Entries on 


a a 


form NOR-2251L 
1... Determine that ‘the productivity. factors entered in 
Section I, column (d) are correct for the land use 
codes entered in column (b). Land use codes and 
productivity factors are contained-in Section II 
Section I of NCR-COiL. If code 7d: has been: ontered in 
of NCR-225L  colvmn (>), there also must have been entered in 
column (bd the Se ead strength of the 
commercial fertilizer us 


2. Make the followi ing determinations with respect to 
Section III. | 


a. Determine that the rates per unit in column (c) 
are correct for the practice numbers -ontered in 
column (a). Such rates are contained in Section 


Bection III VY of NCR-2OlLL.- If practice number 1d has been 
of NCR-225L entered in column (a), thero also must have boen 


entered in column (a) the proportionate strength 
of the commercial fertilizer used. If practice 
nunber 2f has becn entered in column (a), there 
also nust have been ontered in: column: (a) the 
neutralizing power of the liming nmatcrial used. 


b. Deternine that thore is. an entry in 7(a) if there 
aro Sntrios. on Lines: 1 bord. ; 


3, Determine that there is an entry in Section IV, item l, 
if there is an ontry im Section IV. item 6, snd whew eae 
section IV, entry in Section IV, iten-l, te-not- less than {he vomirs 
of NCR-225L in Section 1, item 42(¢).: 


A. lake the following detorminations:. with. respect to Sesticn Vy. 


@#,. Dotornine that a-scrial number or the letters "a!" 
Section V “have been entered above each nane. 
of WCR-c2e5L 
b. . Determine that the applicant's address is shown 
a7, fee ied userialonunber Shove his none, | Tf the 
letters "XXX" have beon ontcred above the applicant's 
nane instead of a serial numbor, no addréss need 


be shown. 


NCR-220A 


Section As 
of NCR-225L 


ade 


c. Determine that there is an entry on line l or 


line 5 in column (4), (e)e Cijsicr ome 


d. If there are entries on lines 1 to 5 of Section 


III, determine that there is an entry on line 2 
or line’ 5" in’ column (d)3 (2), Gi orem 


e. If there are entries in Section IV, determine that 


there is an entry on line 3.or line *5,eceueue 


(4)6 Ae)oc Mia note (ms 


f. If NCR-220A is attached, determine that the 


percentage shares in Section V are the same as 
those shown on NCR-220A. 


Instructions to Checking Clerks for Checking Entries 
On NOR-220A 


tee 


Determine that there is an original and one copy of 
NCR-220A where more than two yersons share.in the 

crops grown on the farm, or where more than two persons 
have contributed to the carrying out of pasture land, 
tree plantings, or conserving practices on the farm. 
Prepare a copy of NCR-220A if a copy was not submitted 
py the county office. 


Determine that all of the pasture land practices shown 
in Section III of NOR-225L have been entered on NCR-220A. 


Detcrmine that the total of column 3 for tree plantings 
is equal to the entry in Section IV, item 3 of NOBeeees 
times, $10.00, . 


Instructions to Checking Clerks for Checking Computations 


on NCR-c25L 


ys 


Verify computations in Section I, lines 1 through 21 
as follows; 


a. Verify column (ec) by multiplying cach positive 
factor in column (d) by the entry on the same 
line in column (c). 


b. Verify column (f) by multiplying each negative 
factor in column (d) by the entry on tho same 
line in column (c). 


c, Verify column (h) by multiplying cach entry 
in column (g¢) on a line.on which a negative 
factor appears in colunn (d) by the entry 
on the same line in column (c) and dividing 
the’ result by) Lot 


d. Verify column (i) by multiplying cach entry 


yx in column (g) on a line on which an unencircled 
Woes <> entry appears in column (c) by the entry on 
eet oe _ the same line in column (c) and dividing the 
Bh: & . result by 10.0. There should be an entry in 

) * column (i) for each field of cropland but no 
field should be included more than once. 


e. Verify 20(c), 20(f), 20(h), and 20(i) by adding 
the entries in such columns, lines 1 through 19, 


f. Verify 21(c) by adding all-of the unencircled entries 
in column (c), lines 1 through 19. 


g- Enter in 2l(h) the algebraic sum of 20(e), 20(f), 
and 20(h). Item 20(e) is positive, 20(f) is nega 
tive, and 20(h) is negative. See Part IV of this 
procedure for instructions pertaining to compu- 
tations involving negative numbers. 


h. Verify 21(f) by dividing 21(h) by 21(c). 


i. Verify 21(i) by dividing 20(1) ‘by 21(c). Since 
20(i) is negative and 21(c) is positive, 21(i) 
is negative. 


2. Verify Section V as follows; 


a. If there are one or more entries on line 1 in 
om columns (ad), (g), (j), and (m), determine that 
Section V the sum of such entries plus the sum of the 

of NCR-225L entries on tiné 6 in columns (d), (¢), (3); and 
Aw. {m) equals 100 percent. 


be If there are one or more entries on line 2 
in columns (4d), (g), (3), and (m), determine 
that the sum of such entries plus the sum of 
the entries on line 5 in columns (a), (g), 
(j), and (m) equals 100 percent. 


c. If there are one or more entries on line 3 in 
columns (d), (g), (j), and (m), determine that 
the sum of such entries plus the sum of the 
entries on lime.) in columns (d),) (2)... (3), 
and (m) equals 100 percent. 


fo) iietbere are nolentrics on lines] 2,.and Bin 
columns (d), (2), (3), and (m), determine that the 
sum of the entries on line 5 in columns (d), (g), 
(j), and (m) equals 100 percent. . 


IV. Instructions to Checking Clerks for Checking Computations 
on NCR-220A 


Vol. |Déetormine that the entry in column 3 on the "total" 


re 


NCR-2204 ~ 


oe A 


line for crops, pasture land conserving practices, and 
tree plantings is equal to the sum of the individual 
entries in such column, 


Determine that except for the rounding of fractions 
the entry in each acreage share or unit share column 


on the "total" line for crops, pasture land conserving 


oractices, and tree plantings is equal to the sum of 
the individual entries in such column, 


Determine that the entry in each percentage share columr 
“on the "total" line for crops, pasture land conservime 


practices, and tree plantings is equal to the sum of the 
individual entries in such column. 


Determine that the sum of the percentage shares on the 
"total" line for crops, pasture land conserving practice 
and tree plantings is equal to 100 percent. If, because 
of the rounding of fractions the sum of the percentage 
ontries on any "total" line does not equal 100 percent, 
adjust the highest of such entries so that the total 
does equal 100 percent, 


NOR-State 208, Licking County 
PART III - ENTRY UNIT 


4 Except as provided herein Forms NCR-220A, NCR-225L, NCR-226L 
i and related forms shall be handled in the Entry Unit in the manner get 
aaa NCR-State 208, Part III for handling Forms NCR-220A, NCR-225, and 


Le Instructions to intry Clerks. 


All entries on Forms NCR-225L will be made in the county office. 

ea for each NCR-225. prepare as many sets of NCR-226L (in quadruplicate, 

a original on NCR-226% and copies on NCR-226La) as there are serial 
humbers shown in Section V of NCR-225L. Prepare NCR-226L even though 

| the serial number is greater than 7000. Do not prepare an NCR-226L 

— for any person whose name is listed in Section V if there is entered 

: ) above the name of such person the letters "XXX", After the pre- 

. paration of the first NCR-226L prepare each succecding NCR-226L 

insofar as possible from the NCR-226L last prepared. Faston to- 

: gether all Forms NCR-220A, NCR-225L, and NCR-226L which are prepared 

for the same farm. 


| 
q 1. Make entries on NCR-226L ag follows: 
( 


a. Enter the serial number and the farm number in the upper 
right-hand corner of NCR~226L. Obtain the farm number 
from the upper right-hand corner of NCR-225L and obtain 
the serial number from the space above the applicant's 
name in Section V. 


b. Make entries in Section I as follows: 


Section I of (1) Obtain the entry for item 1 from Section I, 
NCR-226L 42(c) of NCR-225L. 


(2) Obtain the entry for item 2 from Section I, 
42(f) of NOR-225L. 


(3) Obtain the entry for item 3 from Scction II, 
itien ds ef NCR~225L. 


(4) Obtain the ontry for item 4 from Section I, 
21(f) of NOR-225L. 


(5) Obtain the entry for item 5 from Section III, 
td) of: NCR-225L. 


(6) Obtain the entry for item 6 from Section IV, 
item 3 of NCR-225L. 


section I] of 
NCR-226L 


section III o 
NCR-226L 


Section IV of 
NCR-226L 


f 


Lie 


ones 


(7) Obtain the entry for item 7 from Sectiom ames 
item 1 of NOR-225L. 


c. Make entricg in Section II as Ro sbi 


(1) Obtain entries for line 1 fron Section Til, 
column (a).of NCR-2251L. 


(2) Obtain entrics for line 2 fron Section III, 
colunn (b), of NCR-~225L, 


d. Make entrics in Section III as follows: 


(1) .0btain the entry-for.item 1 fromvSectien 
line Ivor line.5; column. (es. (ee eG ee 
(mn) of NCR-225L, whichever is applicable. 


(2) Obtain the entry for item 2 from Section V, 
line gor linés5, colume(d), teeeGa, 
r (m) of NCR-225L whichever is applicable. 


(3) Obtain the entry for item 3 from Section V, 
line 3 or line 5, column (4), (2). (Giga 
(m), of NCR-225L, whichever is applicable. 


e. Make entries in Section IV as follows: 


(1) If a Section VI has been stapled to NCR-225L 
obtain the entrics for items 4 and 5 from 
such Section. Vi seilfomo Section Vi-is 
stapled to NOR-ce5L or if the person for 
whom NCR-2e26L is being prepared has not 
made an assignment, entcr the word "None" 
in item 4. 


(2) Print the name and address of the applicant 
in ‘item 7. Obtain such data from Section ® 
in the spaces over columns (dd) “te Tae 
inclusive. 


Instructions for Release of Transmittal. 


Forms NCR-220A, NCR-225L, NCR-226L and related forms shall 
be released in the manner set forth in NCR-State 208 , 

Part III for releasing Forms NCR-220A, NCR-225, NCR-226 
and NCR-227, except that the original of NCR-220A shall 

be attached to the related NCR-225L and shall be released 
to the Computation Unit. The copy of NCR-220A shall be 
released to the Statistics Section. 


NCR-State 208, Licking County 


PART IV. COMPUTATION UNIT 


Except as provided herein. Forms NCR-225L, NCR-226L, NCR-2e7L, 
and related forms shall be handled in the Computation Unit in the 
manner set forth in NCR-State 208, Part IV for handling NOR-225, 
NCR-c26, NCR-227A, and related forms. 


3 The rate of deduction for county association expenses for 
' Licking County shall be determined in the manner set forth in NCR- 
. State 210 for determining the rate of deduction for county associa- 
tion expenses for counties other than Licking County, Except that 


| the entry for item 6 of NCR-234 shall be 80 percent of the entry 
in item 5. 


Forms NCR-226L bearing serial numbers smaller than 7000 and 
Forms NCR-227L shall be handled in the manner set forth in NCR-State 
£08, Part IV for handling Forms NCR-226 and NOR-227A. Forms NCR-2261 
bearing serial numbers larger than 7000 shall be handled in the manner 
set forth in NCR-State 208, Part IV for handling Forms NCR-227, 


Special consideration must be given to computations involving 
negative numbers. In no case shall any negative number be disregarded 
unless the instructions contained heroin provide that such number is 
to be disregarded. 


eS 


The rules to follow in adding algebraically are as follows: 


(1) If all of the numbers being added aro positive, add 
all of the numbers. The sum is a positive amount. 


ry 


(2) If all of the numbers being added are negative, add all 
of the numbers. The sum is a2 negative amount. 


(3) If part of the numbers being added aro positive and 
part are negative (1) obtain the. sum of the positive 
numbers, (2) obtain the sum of the nogative numbors, 
and (3) obtain the difference betwoon the sums thus 
obtained. If the sum of the positive numbers is 
gercater than the sum of the negative numbers, tho 
result is G positive amount, If the sum of the 

negative numbers is greater than the sum of the 
positive numbers the result is a negative amount. 


for oxomp.e; The algobroaic sun of *6.0 and .+7.4 is +15.4 
The algebraic sum of -8.0 and —7.4 is ~15.4 
the. algobraic sum of -8.0 and +7.4 is -0.6 
The algebraic gun of +8.0 and ~7.4 is 40.6 


The rules to follow in subtracting algebraically are as follows: 


For 


section I 
of NCR-225 


ee 


(1) If both nwabers are positive make the subtraction in the 
regular manner. If the minuend is larger than the sub- 
trahend the result is a positive amount. If the minuend 
is smaller than the subtrahend the result is a negative 
amount. 


ee ee 


both numbers are negative obtain the difference between 


such numbers, If the minuend is larger than the subtrahond 
the result is & negative amount. If the minuend is smaller 
than the subtrahend the result is a positive amount. 


(3) If one number igs positive and the other is negative add the 
numbers. If the minvend is a positive number, the result 
is a positive number. If the minuend is a negative number, 
the result is a nogative number. 


axanple; 


The result obtained by subtracting +10.0 from 412.4 is 42.4 
The result obtained by subtracting +12.4 from +10.0 is =eu4 
The result obtained by subtracting - 9.8 from -11.2.7e0=ee 
The result obtained bj subtracting -11,2 from —.9,8 peu 
The result obtained by subtracting - 5.6 from + 4.0 is 49.6 
The result obtained by subtracting + 4.0 from — 5.6 i6 meee 


ructions to Computing Clerks for Making Computations on NCR-225] 


1. Make computations with respect to Section I, lines 22 through 


42 as follcws: 


Ae 


HH, 


Cotain oe cs for column (ec) by multiplying cach positive 
factor in column (d) by the ontry on the same lino in 
column (c). Round the result to one decimal vlace. 


Obtain entries for colnrn ff? sy nultiplying cach negative 
factor in colunn (d) by the entry on the same line in 
column (c). Round the result to one decinal placed 


Obtain entries for'column (h) by multiplying each entry : 
in coluzn (g) on a line on which a negative factor appears 
in colvan (d), by the entry on the same lino in column (og 
and dividing the result by 10. O. , Round the resuli ge 

One AOC hia pisce, 


Obtain 41(e), 41(f), and 41(h) by adding the entries in 
/ / / § 
such columns, lines 22 through 40. 


Qdtain 42(c) by adding the wnencircled entries in column 
(c), Lines 22 through 40. 


Enter in 42(h) tho algebraic sum of 41(c), 41(f), and 
41(h). Iten 41(c) is positive, 41(f) is negative, and 
41 (h) is negative. 


Section II 
of NCR-225L 


Section III 
of NCR-225L 


Le 


Obtain 42(f) by dividing 42(h) by 42(c). Round the 
result to two decimal places. If 42(h) is negative, 
42(f) will be negative. If 42(h) is positive, 

42(f) will be nositive. 


Make computations with respect to Section II as follows: 


Ae 


08 


Obtain item 1 by adding algebraically to -0.90 one-half 
of the entry in Section I, 21(i). Round the vegsult to 
two decimal places. 


Obtain item 2 by subtracting algebraically from the entry 
in Section I, 42(f) the entry in item 1 and multiplying 
such difference by 100. If the result is a negative 
number, such number preceded by a minus sign shall be 
entered in item 2. 


Obtain item 3 by subtracting algebraically from 0.20 the 
entry in item 1 and multiplying the difference by 100. 
Enter in item 4 the smaller of items 2 and 3. If the 
entry in item 2 is a negative number, transfer such 
negative number to item 4. 


Obtain item 5 by multiplying item 4 by .0125. Round the 
result to three decimal places. [If the entry in item 4 
is a negative number the result to be entered in item 5 
also will be a negative number. 


Obtain item 6 by multiplying item 5 by the entry in 
Section I, 42(c). Round the result to the nearest cent. 
If the entry in item 5 is a negative number the result 
to be entered in item 6 also will be a negative number. 


Obtain item 7 by subtracting algebraically from the entry 
in Section 1, 42(0f) the entry in’ Section I, 21(f) and 
mnultivlying such difference by 100, If the result is a 
negative number, such number preceded by a minus sign 
shall be entered in iten 7, and dashes shall be entered 
im items 7S,\ 9.)and [Oz 


Enter in item 8 the smaller of item 7 and 40.0. 


Obtain item 9 by multiplying item 8 by .015. Round the 
result to three decimal places. 


Obtain item 10 by multiplying item 9 by the entry in 
Section I, 42(c). Round the result to the nearcst cent. 


Make computations with respect to Section III as follows: 


ae 


Obtain 1(d) through 5(d) by multiplying each of the 
entries in column (b) on lines 1 through 5 by the entry 
on the same line in column (c). 


SS ee ee 


section V 
of NCR-225L 


Make computations with respect to Section IV as fo 


-a. Obtain item 2 by mult iplying item 1 by 5.0 


f,. “Obtain the-entrics for ¢dlimns (eo), (hy, ge 


C. Obta ain 8(a) by mutigtying mtd) by te 
rhea xis ed ies ae i 


a. Hater in 9(d) the larger of ee and $3. 00. 


e. Hnter in 10(a) the smaller of 6(d) and 9(4). 


4 


bo, Enter in item the smaller of items 2 and 3. © 


e.. Obtain item. 5 by multiplying item 4 by $10.00. 


Make entries and computations with respect to Secti 
as ‘follows: 


a. Obtain 1(b) as follows: 


(1) If items 6 ané % of Section II are both p 
enter the sum of items 6 and 10. 


(2)oolf iten 6 is*positive and item 7 is negaum 
enter cite 


(3) If iten 6 is negative and item 7 is posit 
enter iter 10, 


(4) If item 6 and iten 7 are both negative, ent 


be 1 Obtain si fe) .astrollews: | 


(2): WiitieieneyS Tamas? ot Sect ion II are both a 
enter item 6. 


¢. » Enter in 2(b) .the entry lim Section III, 1OCa eae 
d. Enter in?a(Bjitthe entry in Section IV, itom 5. 
6. Obtain 4(b) by adding D( BY? Sth ye and 2b 

lines 1, 2, and 3 by multiplying the cntriccms 


(bd) on such lines by the entries in columns (d) 
Ce gma (m), respectively, on such lines. 


(1) If there is a zero in l(c), enter zero in ie 
ie deekerene TC). 


(2) If the serial number above an applicant's name is 
less than 7000 enter zero for such applicant in 
1(f), 1(4), 1(1), or 1(0), whichever is applicable. 


(3) If there is an entry in 1(c) other than zero and 
if the serial number above an applicant's name 
is greater than 7000, obtain the entry for 1(f), 
1(i), 1(1), or 1(0) for such apnlicant by multi- 
plying l(c) by the entry on line 1, column (4d), 
(g), (3), or (m), whichever is applicable. How- 
ever, if there is no entry on line 1 in column (4d), 
(2), (3), or (m), for such applicant, but there is 


an entry on line 5 in one of such columns, for such © 


applicant, obtain 1(f), i(4), 1(1), or ttoye ene 
multiplying the entry in 1(c) by the entry on line 
5 in column (da), (g), (j), or (m), whichever is 
applicable. 


Cotain 4(e), 4(h), 4(c), and 4(n) by adding the entries on 
lines 1, 2, and 3 in such columns. However, if there are 
no entries on lines 1, 2, and 3 for an applicant, but there 
is an entry on line 5 in column (ad), (¢), (3), or (m) for 
such applicant, obtain 4(e), 4(h), 4(k), or 4(n) for such 
applicant by miltiplying 4(b) by 5(da), 5(g), 5(3), or 5(m), 
respectively. : 


Obtain 5(e) by subtracting from 4(e) the entry in 1(f). 
Obtain 5(h), 5(k), and 5(n) in a similar manner. 


Obtain 5(f) by subtracting from 1(f) the entry in 4(e). 
Obtain 5(i), 5(1), and 5(o) in a similar manner. 


Enter in 6(e), 6(h), 6(k), or 6(n) the increase in payment 
for each applicant. Obtain such payment increases from 
section VIII of NCH-Z2O1L, 


Obtain 7(e), 7(h), 7(k), and 7(n) by adding the entries 
on lines 5 and 6 in such columns. 
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F PART V - PAYMENT SCHEDULE UNIT 


Forms NCE-226L, NOR-227L, and related forms shall ve handled 


the Payment Schedule Unit in the manner set forth in NCR-State 


S, Part V, for handling Forms NCR-226, NCR-227A, and related forms. 


+ ey 


PART VI - CIWARANCE UNIT 


Forms NCR-225L, NCR-2c6L, NCR-227L, and related forms shall 
be handled in the Clearance Unit in the manner set forth in NCR 
State 208, Part VI, for handling Forms NCR-225, NCR-226, and NCR- 


e27h, and related forms. 
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NOR-State 208 Tama County 


GENERAL 


The instructions contained herein shall be followed in the 
Application for Payment Section in the State of Iowa in handling 
Forms NOR-220T, Tama County Summary of Performance, Forms NCR-220A, 
Supplement to the Summary of Performance, Forms NCR-225T, Tama County 
Farm Computation Sheet, Forms NCR-226T, Application for Payment for 
One Farm, Forms NCR-227T, Application for Payment for More Than. -° 
One Farm, and related forms. 


Members of the State committee and all persons working in the 
Application for Payment Section shall become thoroughly familiar with. 
the instructions contained herein and with all other pertinent provisions 
and instructions relating to the 1938 Agricultural Conservation Program. 
in Tama County. hig | | 


_ Except as provided herein the flow of Forms NCR-220T, NCR-220A, 
NCR-225T, NCR-226T, and NCR-2277 through the Application for Payment. 
Section shall be the same as the flow of Forms NCR-220, NCR-220A, NCR-225, 
NCR-226, and NCR-227A as set forth in NCR-State 208. 


Forms NCR-222, NCR-222A, NCR-224, NCR-228, NCR-229, NCR=230, 
RP-6, RF-201, RF-202, RF-203, RF-204, RF~205, ACP-22, ACP-75, and 
ACP-76 shall be used in connection with the handling of Forms NOR-220T, 
NCR-220A, NCR-225T, NOR-226T, and NCR-227T in the manner set forth 
in NCR-State 208, for the use of such forms in comection with the 
handling of Forms NOR-220, NCR~220A, NCR-225, NCR-226, and NCR-2274. 


NCR-State 208 Tama County 


Except as provided herein, Forms NCR-220T, NCR-220A, NCR-2eoT, 
NCR-226T, NOR-227T, and related forms shall be handled in the Records 
Unit in the manner set forth in NOR State 208 , Part I for handling © 
Fors NCR-220, NCR-220A, NCR-225, NCR-226, NCR-227A, and related forms. 

Data for Forms NCR-220T, NCR-226T, and NCR-2e7T shall be 
‘ aeinaea on NCR-241 with data for Forms NOR-220, NCR-226, and NCR-227A. 
Also a ores NCR-231 shall be submitted to the Director of fa 
North Central Division showing only data for Forms NCR-220T, NCR-2267, 
and NCR-227T. No entries need be made in Section III of such NOR-231. 

The originals of Forms NCR-220A4 shall be submitted to the Goridtad 


Accounting Preaudit Office, together with the corresponding Forms 


NCR-225T. 


| ily 
Section I 
of NCR-220T 
2. 
Section II 
of NCR-220T 
Oe 


Section IV 


’ NCR-State 208 Tama County 


PART Il. EXAMINATION UNIT 


Except as provided herein, Forms NCR-220T, NCR-220A, NCR-225T, 
NCR-226T , NCR-227T, and related forms shall be handled in the 
Examination Unit in the manner set forth in NCR-State 208, Fart 
me. OF handling Forms NCR-220,: NCR-220A, NCR-225, NCR-226, NCR-227A, 
and related forns. 


I. Instructions to Checking Clerks for Checking Computations on 
Forms NCR-2207. 


Make the following determinations with respect to 
Section I of NCR-220T: 


Ae 


If an NCR-220A is not attached, determine that the 
sum of the entries in each of the columns E to G, 
inclusive, is 100 percent. 


Make the following determinations with respect to Section 
II of NCR-220T: 


Qe 


Determine that the entry on line 1 in column G under 
the word "Planted"! is equal to the sum of all the 
entries on line 1 in columns B to F, inclusive, (both 
circled and unencircled) and that the entry in column 
G under the word "Harvested" is equal to the sum of 
all the unencircled entries on line 1 in columns B 
LOBE ene LiL Sin. 


Determine that the entry in column G on each of lines 
2 to 10, inclusive, is equal to the sum of the entries 
On such line in columns B to F, inclusive. 


Determine that the entry in item 11G is equal to the 
sum of the entries in items 2G to 10G, inclusive. 


Make the following determination with respect to Section 
IV of NCR-220T. 


Qe 


If there is an entry in 3B, add such entry to the entry 
in Section II, item 1G under the word "Planted", and 
multiply such sum by 1.25. If the result so obtained 
does not equal or exceed item 1B, encircle the entry in 
SB. 


Determine that the entry in item 5 is equal to the sum 
of the entries in items 5(a) and 5(b). 


Determine that 5(a)(1) is equal to 5(a) plus 2B less 


the entry in Section II, item 11G. 


Add the entries in items 5(a)(1) and 5(b) and enter the 


NOR-2204 


DECLEOneL, Of 
NCR-220T 


dls 


Ake 


Instructions to Checking Clerks for Checki 
Forms NCR-220A. 


eA 


total immediately below the latter. 


Form NCR-220A3 


Ge 


Determine that the entry in column (3) on the 
"total" .line-for corn, cropland, and for soil- 
building practices is equal to the sum of the 
individual entries in such column. 


Detemnine that except for the rounding of 
fractions the entry in each acresge-share or 
unit-share column on the "total" line for corn, 
cropland, and soil-building practices is equal 
to the sum of the individual entries in such 
columns. 


Determine that the entries in the percentage 
columns on the "total" line for corn, cropland, 
and soil-puilding practices is equal to the 
result obtained by dividing the total of each 
acreage-share or unit-share column by the total 
on the same line in column (3). 


Determine that the sum of the entries in the 


percentage columns on the "total" Line for corn, 


cropland, and soil-building practices is equal 
to 100 percent. If, because of the rounding of 


fractions, the sum of the entries in the percent-— 


age columns, on any "total" line does not equal 
100 percent, adjust the highest of such entries 
so that the total does equal 100 percent. 


Instructions to Checking Clerks for Checking Entries on 
Forms NCR-220T. 


1. 


Determine that the farm number, and the aerial photo 
number, if any, have been entered. If such data are 


missing, obtain and enter such data in the appropriate 


spaces. 


Qe 


Determine that the "Application Serial No." or an 
"X" has been entered in column A opposite the name 
of each person whose name has been entered in 
column B. 


Determine that the "Relationship to this Farm" has 
been entered in column C opposite the name of each 


person whose name has been entered in column B. 


— = 


Make the for omine determin rations with respect to 


: 
4 


7 
: 
( 


aril: he 
pe 


ie c.- Determine~that the "Address' has been entered in column 
‘D for. each person whose name has been entered in column B 
and for’whom a serial mumber has been entered in column A 


d. If no NCR-220A has been attached, make the following 
determinations with respect to columns BE, F, and G. 


(1). If there is an entry in Section II, item 1G or if 
_ there is an entry in Section IV, item 1B and an 
_ ,unencircled entry in Section IV, item 3B, determine 
.that there are percentage entries in column E. 


(2) If there is an entry in Section II, item 11G, and 
an entry in Section IV, item 2B, determine that 
there are percentage entries in column F. 


(3) If there are entries in Section III, determine that 
there are percentage entries in column G. 


2. Determine that no entries other than entries for soil-con- 
Section II serving acreages have been made in items 2 to 10, inclusive, 
of NCR-220T in Section II of NCR-2207. 


3. Make the following determinations in connection with Section 
III of NCR-2207T: 


a. Determine that there appears in column A an adequate 

/m “Section III description of each soil-building practice carried cut on 
; of NCR-220T the farm. The description of various practices should be 
ete the same as the names of such practices as set forth in 
Section XIII of NCR-201T.. Hovever, if the description 

is sufficiently adequate to identify positively the 

practice, it may be accepted, even though it is not 
identical with the name of such practice as set forth 

in NCR201T. : 


b. Determine that field letters have been entered in 
column B for each practice listed in column A. 


c. Determine that a practice number has been entered in 
column © for each practice listed in column A and that 
such practice mmber is correct. The practice mumbers 
for the various practices may be found in Section XIII 
of NCR-201T. 


d. Determine that entries have been made in columns D and E 
for each practice listed in column A. If the entry in 
column E differs from the entry in column D, determine 
that the entry in column E has been derived in accordance 
with the provisions of Section XIII of NCR-201T. 


e. Determine that the rates per unit entered in column F 
are the rates specified in Section XIII of NOR-201T. 


eee 


Section IV 


of NCR-220T ° 


Section V 
of NCR-220T 


Section VI 
of NCR-220T 


NOR- 220A 


UB 


Instructions to Checking Clerks for Checking Entries on Forms 
NCGR-220A. 


1. 


These data may be obtained from the NCR-220T to which 


Py = tee 


f. If more than one of the practices listed in Section 
XiIt, subsections A and B were carried out on the 
same acreage, circle all entries on the lines on which 
such practices are listed except the practice for whicl 
the highest rate is specified. If more than one of © 
the practices listed in Section XIII, subsections OC, 
D, E, and F were carried out on the same acreage, 
circle all entries on the lines on which such practices 
are listed except the practice for which the highest 
payment will be computed. 


Determine that there is an entry in item 10 of Section IV" 
if there is an entry in item 1B of Section IV. 


Determine that, wherever an entry has been made in any of © 
the columns in Section V, entries have been made in each 
of the other columns. Determine that the same initials 
do not appear more than once in column A. 


Determine that Section VI of NCR-220T has been signed by — 
the person who Deepered such form and by a county committe 
man and that dates have been entered opposite such 
signature. 


Determine that the State and county code and farm number 
have been entered. If any of such data are missing, 
obtain and enter such data in the appropriate space. 


such NCR-220A is attached. 


Determine that the original and one copy of NCR-220A have 
been submitted. If a copy of NCR-220A has not been sub- 
mitted, prepare a copy and attach it to the original. 


Make the following determinations in connection with 
entries in the body of Form NCR-220A. 


a. Determine that the initials of each person whose name 
appears in Section I of NCR-220T have been entered in 
the blank spaces above the headings of columns (4) to 
(15), inclusive. 


be. Determine that, for each field letter entered in 
column (1), there is an entry on the same line in 
column (3). 


c. Determine that there is a separate total line for com 
a separate total line for cropland, and a separate 
total line for soil-building practices, if any. 


See 


d. Determine that the total of column (3) for corn is 

equal to the corn acreage as reported in Section II, 
column G of the corresponding NCR-220T, under the 
word "Planted", except in those cases where no corn 

i A ba was harvested, or where due to crop failure the corn 
acreage was reduced sufficiently. to affect materially 
the division of payments or deductions, in which case 
no acreage will be shown in column ene 


e. Determine that the field letter and soil-building 
practice number of each practice listed in Section 
III of NCR-220T are listed in columns (1) and (2), 
respectively, of NCR-220A. 


f. Determine that NCR-2204 has been signed by the person 
who prepared such form and that a date has been 
entered opposite such signature. 


Ve. Instructions to Checking Clerks for Checking Forms NOR-220T 
against NCR-209. 


1. Two clerks working together shall check the following 
entries on Forms NOR-c20T against the applicable columns 
on NCR-209; 


| Check of NCR-~220T a Section IV; 
_ against NCR-209 
(1) Lines 1 and 2, column B. 


(2) Line Zt; column C. 


ae al 


NCR-State 208 Tama County 


PART III - ENTRY UNIT 


Except as provided herein Forms NCR-220T, NCR-220A, NCR-2eoT, 
and NCR-226T, and related forms shall be handled in the Entry Unit 
in the manner set forth in NCR-State 208, Part III, for handling 
Forms NCR-220, NCR-220A, NCR~225, and NCR-226. 


I. Instructions to Entry Clerks. 


Prepare an NCR-225T for each NCR-220T. If there 
are more than two names in Section I of NCR-220T, prepare 
an NCR-225T for every two names in Section I of NCR-2eOT. 
Enter only the farm mumber and the entries for Section V 
on each NCR-225T other than the first prepared from an 
NCR-220T. Upon completion of the entries on NCR-225T 
Forms to Be prepare an NCR-226T for each person whose name is listed 
Prepared in Section I, column B of NCR-220T if there is a serial 
mamber in column A to the left of such person's name. 
Prepare NCR-226T even though the serial mmber is greater 
than 7000. Do not prepare an NCR-226T for any person whose 
name is listed in Section I, column B of NCR-220T, if the | 
letter "X" has been entered in column A to the left of such ~ 
person's name. After the preparation of the first NCR-c26T — 
from an NCR-220T, prepare each succeeding NCR-226T insofar . 
as possible from the NCR-226T last prepared. Attach all 
Forms NCGR-225T and NCR-226T which are prepared for a farm 
to the NCR-220T and NOR-220A, if any, covering such farm. 


1. Prepare NCR-225T as follows: 


a. Enter the farm mumber in the upper right-hand 
corner. Obtain such data from NCR-2c0T. 


b. Make entries in Section I as follows: 
Entries for Section 
I of NCR-225T (1) Obtain the entry for item 1 from NCR-220T, 
Section II, item 1G below the word "Planted." 


(2) Obtain the entry for item 2 from NCR-220T, 
Section IV; item 1B: 


(3) If there is an unencircled entry on NCR-220T, 
Section IV, item 3B, enter in item 3 of NOR-225T) 
the word "Flood" or "Drouth", whichever has | 
not been deleted on NCR-220T. 


(4) Obtain the entry for item 4 from NCR-220T, 
Section IV, item l1C. 


c. Make 


CL) 


(2) 


d. Make 


(1) 


(2) 


e. Make 
(1) 


(2) 


(2) 


(3) 


a) ae 
entries in Section II as follows: 


Obtain the entry for 2(b) from NOR-220T, 
Section IV, item 4B. 


Obtain the entry for 3(b) from NCR-2207, 
Section IV, This entry will be the sum 

of 5(a)(1) and 5(b) and will have been 
indicated by an-examining clerk immediately 
below the entry for 5(b). 


entries in Section III as follows:. 


Obtain the entry for 1(b) from NCR-220T7, 
Section IV, item 2B. : 


Obtain the entry for l(c) from NCR-220T, 
Section II, item 11G. 


entries in Section IV as follows; 


Obtain the entries for column (a) from NCR- 
2207, Section III, column C. 


Obtain the entries for column (b) from NCR- 
an0T, sséctig) Iii, column 5. 


Obtain the entries for column (c) from NCR- 
eco TeeopectLoOnes lil, .column F. If no entries 
have been made in column F, obtain such 
entries from NCR-201T, Section XIII. 


Make no entries for practices the entries 
for which have been encircled in Section III 
of NCR-220T. 


entries in Section V as follows; 


Enter the names of the applicants in the 
spaces above columns (da) to (i), inclusive. 
If there are more than two names in Section I 
of NCR-~220T use additional sets of NCR-225T 
but make no entries on such additional sets 
of NCR-225T, except the farm number and the 
entries in Section V. 


Obtain the entries for items 1(d) and l(g) 
from NCR-220T, Section I, column E or from 
NCR-220A. 


Obtain the entries for items 2(d) and 2(g) from 
NCR-220T, Section I, column F or from NCR-220A. 


=. 1K) 


(4) Obtain the entries for items 3(d) and 3(g) from | 
NCR-220T, Section I, column G or from NCR-220A. P 


(5). If the entries for any person whose name appears 
in Section I of NCR-220T are the same in columns 
E, F, and G, make no entries for such person in 
Section V of NCR-225T, items 1(d), 2¢d), andaanage 
or l(g), 2(g), and 3(g) but make the entry for such 
person in item 5(d) or 5(g). 


2. Prepare NCR-226T as follows: 


> Vi SN pe pcr Srp fo aii 


ae Enter the application serial mumber and the fam 
number in the upper right-hand corner of the form. 


b. Make entries in Section I as follows: 


(1) Obtain the entry for item 1 from NCR-225T, 
Section I, item l. 


(2) Obtain the entry for item 2 from NCR-225T, 
Section I, item 2. 


(3) Obtain the entry for item 3 from NCR-225T, | 
section I, iten 3. ‘ 


(4) Obtain the entry for item 4 from NCR-225T, 
section I; item 4. 


(5) Obtain the entry for item 5 from NCR-2257, | 
Section II, item 2(b). fi 


(6) Obtain the entry for item 6 from NCR-220T, ‘ 
Section IV, item 5. h 


(7) Obtain the entry for item 7 from NCR-220T, = 
Section IV, item 5(a). 


(8) Obtain the entry for item 8 from NCR-225T, ; 
Section 1Tl atten 1b). 


(9) Obtain the entry for item 9 from NCR-2257, 
Section Tim vatem ac). 


ce. Make entries in Section II as follows: 


(1) Obtain the entries for line 1 from NCR-2257, 
Section IV, column (a). 


(2) Obtain the entries for line 2 from NCn-225T, 
Section IV, column (bd). 


woe 


Be Mea 
d. Make entries in Section III as follows: 


(1) Obtain the entry for item 1 from NCR-225T, 
Section V, item 1(d) or 1(g), or item 5(d) 
or 5(¢) wherever the applicant's percentage 
appears. . 


(2) Obtain the entry for item 2 from NOR-225T, 
Section V, item 2(d) or 2(g), or item 5(4) 
or 5(g) wherever the applicant's percentage 
appears. 


(3) Obtain the entry for item 3 from NOR-225T, 
Section V, item 3(d). or @(g), or item 5(d) 
or 5(g) wherever the applicant's percentage 
appears. 


e. Make entries in Section IV as follows: 


(1) Obtain the entry for item 4 from NOR-2207, 
Section V, columns B and C. If the person 
for whom NCR-226T is being prepared has 
not made an assignment, enter the word "None"! 
in item 4. 


(2) Obtain the entry for item 5 from NCGR-220T, 
Section V, column D. 


f. Make entries in Section VI as follows: 


(1) Print the name and address of the applicant 
in the space provided therefor. Obtain such 
information from NCR-220T, Section I. 


Instructions for Release of Transmittal. 


Forms NCR-220T, NCR-220A, NCR-225T, and NCOR-226T 
shall be released in the manner set forth in NCR-State 208, 
Part III, for releasing Forms NCR-220, NCR-220A, NCR-225, 
NCR-226, and NCR-227, except that the original of NCR-220A 
shall be attached to the related NCR-225T and shall be released 
to the Computation Unit. The copy of NCR-220A shall be re- 
leased to the Statistics Section. 


ie 
NCR-State 208 Tama. County 

i BARE EV aw el SES UNIT 

. mec Bo provided herein, Forms NOR-225T, NCR-22ér, NOR-2277, 
and related forms shall be handled in the Computation Unit in the 


manner set forth in NOR-State 208, Part IV, for handling Foms NCR-225, 
NOR-226, NOR-227, and related foms. 5 


The rate of deduction for county association expense for Tama 
County shall be determined in the manner set forth in NCR-State 210 for)) 
determining the rate of deduction for eee association expense for | 
counties other than Tama County. 


Forms NCR-226T bearing serial numbers smaller than 7000 and 
Forms NCR-227T shall be handled in the manner set forth in NCR-State 
208, Part IV, for handling Forms NCR-226 and NOR-227A. Forms NCR-226T 
bearing serial mumbers larger than 7000 shall be handled in the manner @ 
set forth in NCR-State 208, Part IV. for handling Forms NCR-227. 


I. Instructicns to Computing Clerks for Making Computations on 
NCR-225T. 


1. Moke computations with respect to Section I of NCR-225T 
as follows: 


a. Obtain item 5 by multiplying item 4 by $0.06. 


b.. Obtain item 6 by multiplying item 1 by 1.25. Enter a 
dash in item 6 if there is an entry in item 3 or if 


Section I the entry in item lis equal to: or in excess of the 
of NCR-225T entry in item 2. 
Ge Enter in iten 7 the smaller of items 2 and 6. If there || 
is a dash in item 6, enter-item 2 in iten 7. 
d. Obtain item 8 by miltiplying item 5 by item 7. 
2+ Make computations with respect to Section II as follows: 
a. Obtain 1(b) by subtracting from the entry in Section ia 
item 1 the entry.in Section.I, item,2. 
Section II b. Obtain l(c) by miltiplying the entry in Section I, 
of NCR-225T iten. 5) by 72.0 


ec. Obtain 1(a) by miltiplying 1(b) by 1(c). 
d. Obtain 2(d) by miltiplyine 2(b) by 2(e). 
e. Obtain 3(d) by miltiplying 3(b) by 3(c). 


f. Obtain 4(d) by adding 1(0)> 20a) @enceauae 


Riya 
3. Make computations with respect to Section III as follows: 
Section III 5. Geen 2() by mi tiplying Mp) by OLS. 
of NCR-225T. ars 
b. Obtain 3(b) by multiplying 106) bye Ose5: 
ag inter in 4(p) the entry in 3(b). 
a. pene 8 ee eect wy ipavvcy. 
¢. ..0btain 3(c) by subtracting frori 2(c) the entry in 2(b). 
f. Obvtain 4(c) by subtracting from 3(c) the entry in 3(»). 
en antes in 2(d) the smaller of 2(b) and 2c). 
i Enter in 3(d) the smaller of 3(b) and 3(c). 
‘wate finter@in4(d)-the-amaller’ of 4¢b) ana 4(c). 
: “Obtain 2(e) by miltiplying 2(a) by $0.75. 
- ay Menten 3(e) ieee Bd) «by o ls 50. 
, ae nee by mmaltiplying 4( a) by $6.75. 
ai Obtain 5(e) by adding 2(e), 3(e), and 4(e). 

4, Mone cutates tt oes with respect to Section IV as follows: 
Section IV a) Lonhenein (a) cto 5(d), inelusive, by mltiplying the 
of NCR-225T : entries in column (>) by the corresponding entrics 

in column (c). 


b. Obtain 6( da): ‘by. adding 1(d) to 5(a), inclusive. 


¢. Obtain 7(4) by maltiplying the entry in Section IIT, 
-item.1(b). by 808 70.0 


jas. Enter in'@(d) the sdller of 6(a) and 7(a). 
Oo. Make computations with respect to Section V as follows: 


. a. If there are not moré than two nameg in Section V, 
| ‘Section V . proceed as follows: 
of NOR-225T 
(1) Obtain 1(b) by subtracting from the entry in 
section I, item 8 the entry in Section II, 4(a). 


(2) Obtain 1(c) by. subtracting from the entry in 
Séction II; 4(d)' the entry in Section I, item 8. 


‘Enter .in 2(b) the entry in Section IfI, 5(6). 
Enter in 3(b) the entry in Section IV, 8(d). 
Obtain 4(b) by adding 1(b), 2(b), and 3(b). 4g 


Obtain 5(b) by Sub trectine from 4(b) the entry 


ae 


in 1c). 


Obtain Sie by subtracting from 1(c) the entry 
in 4(b). 


Obtain J(e), 2(e), and 3(e) by multiplying the 


‘entries din\1(b),.2Cb) stand’) S(h) ty) the corre spond~ 
ing entries in column (ad). 


Obtain 1(h), 2(h), and 3(h) by mltiplying the 


entries in 1Gnno 2(b), and 3(b) by the correspond= 
ing entries in column (g). 


Obtain 1(f) by maltiplyine (ce) by dias 


Obs ain 1(i) by miltiplying mice) by 1g). 


Obtain 4(e6). by adding Ife), 2(6), endeseeme : 


Obtain 4(h) by adding 1(h), 2(h), and 3(h). 


Obtain 5(e) by subtracting from 4(e) the entry in 
1(f)}. However, if there is no entry in 4(e) or 


in 1(f), obtain 5(e) by multiplying 5(b) by B( a). 


Obtain 5(f) by subtracting from 1(f) the entry in 


-4(e). However, if there is no entry in 1(f) or in 


4(e), obtain 5(£) by multiplying 5(c) by 5(d). 


Obtain 5(h) by subtracting from 4(h) the entry in 
1(i). However, if there is no entry in 4(h) or in 
1(i), obtain 5(h) by mltiplying 5(b) by 5(g). 


Obtain 5(i) by subtracting from 1(i) the entry in 
ie However, if there is no entry in 4(h) or & 
1(i), obtain 5(i) by natant 5(c) by 5(2)am 


Obtain 6(e) by subtracting from B(e) the entry amt 
5(i). 


Obtain Rua by subtracting from 5(f) the entry in 
5(h). 


Obtain 6(h) by subtracting from 5(h) the entry 
ah GF ah cd 


(21) 


(22) 


(23) 


(24) 


Raney ee 
Obtain 6(i) by subtracting from 5(i) the entry 
in 5(e). 


Enter in 7(e) and 7(h) the increases in payment 
indicated in Section VII of NCR-201T for the amounts 
in 6(e) and 6(h), respectively. For example, if the 


amount in. 6(e) is $10.20, enter $4.00 in 7(e) or 


if the amount in 6(h) is $192.00, enter $200.00 in 
8(e) and enter $8.00 in 7(e). ; 


Obtain 8(e) by adding 6(e) and 7(e). 


Obtain 8(h) by adding 6(h) and 7(h). 


If there are more than two mMames in Section V; that is, 
if there is more than one set of Forms NCR-225T, proceed 
as follows; 


(1) 


(2) 


(3) 


(4) 


Make computations in columns (e), (f), (h), and (i), 
lines 1 through 5, inclusive, in the manner set forth 
in Section I, paragraph 5, subparagraph a of this 
Part IV. 


If there are no net deductions for any ofthe persons 
whose names appear in Section V; that is, if there 
are no entries other than zero in 5(f) and 5(i), 
complete all computations through line 8 as hereto- 
fore indicated. | 


If there are no net payments for any of the persons 
whose names appear in Section V; that is, if there 
are no entries in 5(e) and 5(h), transfer the entries 
from 5(e) to 6(e) and from 5(h) to 6(h), and make 

no further computations with respect to Section VY. 


If there are both net payments and net deductions 
for the persons whose names appear in Section V; that 
is, if there are entries in column: (e) or (h) and 
in column: (f) or (i), proceed as follows: 


(a) If there is a net payment for the farm as 
shown by an entry other than zero in 5(b) - 


(a-1) Enter zeros in 6(f) and 6(i). 


(a-2) Add all the entries in 5(e) and 5(h), 
and enter the total in the blank space 
in 5(a). 


(a-3) Divide 5(b) by the total obtained under 
(a-2), supra, and enter the factor so 
obtained (carried to five decimal places 


Testes 


and rounded to four) in the blank 
space in 6(a). 


(a-4) Multiply the factor obtained under 
: (a-3), supra, by 5(e) and enter the 
result in 6(e) and miltiply the factor 
by 5(h) and enter the result in 6(h). 


(a-5) Obtain 7(e), 8(e), 7(h), and 8(h) as 
heretofore set forth. 


(b) If there is a net deduction for the farm as 
shown by an entry other than zero in 5(c) - 


(a-1) Enter zeros in 8(e) and (8h). 


(a-2) Add all entries in 5(f) and 5(i) and 
enter the total in the blank space in 5(a). 


(a-3) Divide 5(c) by the total obtained under 
(a-2), supra, and enter the factor so 
obtained (carried to five decimal places 
and rounded to four) in the blank space 
in 6(a). 


(a-4) Multiply the factor obtained under (a-3), 
supra, by 5(f) and enter the result in 
6(f) and multiply the factor by 5(i) and 
enter the result in 6(i). 


or Eee Bs 


PART V. -PAYMENT SCHEDULE UNIT 


Except as provided herein, Forms NCR-226T, NCR-227T, and 


related forms shall be paid in the peenaete Schedule Unit in the 


manner set forth in NCR-State 208, Part V, for handling Forms. 


NCR-226 , NCR-227A, and related forms. 


eS SS Se 


NCR-226, NCR-227A, 


and related forms. 


